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Personal Analysis 
By W. L. Wlodeck, New York City 


rTANHOSI 

subject maintain that the average man 
fullest 
It is not my purpose 


who have made a study of the 


does not utilize to the extent 
the powers that are his. 
to write a treatise on efficiency or try to show 
you the of being truly efh 
Every thinking man realizes that 
in life depends very largely on his ability to 
make his time count. The great trouble with 
most of us is that we do not realize how in- 
efficiently we do our work. We think that 
because we keep at our work all day and do 


rent. 


benefits 


his success 


not purposely or consciously waste any time, 
we are working efficiently. 

The man 
deep consideration may be very greatly sur- 
prized when he awakens to the true situation. 
A period of self-analysis and introspection 


who has not given the subject 


may be the means of changing his status en- 
tirely. 

The making of a self-analysis is a difficult 
job, but it is most important for you to un- 
derstand 
you strongly to make one now and to give 


yourself. My purpose is to urge 
you a simple and practical means which has 
helped me to realize some of my deficiencies 
ind has helped some of my friends who tried it 

I prepared questions as to personal fitness, 
which I answered each morning, and as to a 
complishment, which I 
I have found occasion to modify them from 
time to time. The latest draft follows: 


answered at night 


Early Morning Ratings 





For Personal Fitness 
Readiness for the Day's Work 


Ratings after Reviewing the Day's Work 
nterest 
\ pplication 

General Efficiency 





Previous Evenine At: 





a plan of this kind for 
large 


I urge you to adopt 


yourself Set up your questions on a 


sheet to give room for complete answers 


You should not, of course, limit vourself to 
these questions Your specific condition 
should suggest the questions which will serve 


your particular purpose The main idea is 


to have some which will keep you thinking 
along the right lines 

A few particular points as to the use of the 
chart may not be amiss, as I have been asked 
what is meant by some of the questions and 
how I determine my The following 


ratings. 
brief points are therefore mad 
Personal Fitness.— | 
the second, third, and fourth 
such terms as excellent, good, fair, indifferent, 
and poor. If I feel poorly, 
what I think is the reason. I may 
was what I did the night before or 
innot 


answer this and 


que stions by 


I try to jot down 
think it 
what I 
ate, and sometimes i account for it 
At the end of a few weeks this gives some idea 
of how my habits affect me 
Readiness for the Day’s Work.— Th 
answers to one and two are usually the same, 
I do not 
I may find it is 


but sometimes when I feel all right 


feel ready for the day's work 


because I have work ahead which is not in 


viting. The thing to do in such a case is to 

find out why the work does not seem inviting 
Interest.—A general 

work tells me whether I 


inalysis of the day's 
have been able to 


= 
) SATURDAY 


THURSDAY FRIDAY 
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retain my interest throughout the day. If 
the work has not been interesting, I try to jot 
down a brief The entries in this 
column should give you an idea as to whether 
you are engaged in work for which you are fit. 
Certainly ‘f the answers show lack of interest 
for any consecutive periods, there is some- 
thing wrong with you or your work, or per- 
haps both. It is possible to work up an inter- 
est in work which apparently has little to say 
for itself. Without interest, however, poor 
work will usually result. 


reason. 


Application.—The answer sometimes de- 
pends on interest and sometimes it does not. 
I may not be interested in the work, but 
force myself or perhaps am forced to apply 
myself; on the other hand, I may be ready for 


work and interested, and other influences 


prevent me from applying myself as I should. 


General Efficiency.—I answer this in 
terms of per cent. This is the hardest one I 
have to answer and it is, perhaps, the hardest 
one to explain. I have tried to decide in my 
own mind what accomplishment I should 
expect of myself. You must be a little lenient 
in this respect; you cannot be expected to 
work at 100% efficiency all day. I doubt 
if any human being can, every day. Chatting 
with a friend, stuffing and lighting your pipe, 
wondering what the market is doing, day 
dreaming—these things, while take 
away from your efficiency. Having decided 
what is a reasonable day's work, I try to de- 


human, 


cide how near I come to accomplishing what 
I should. And I often have occasion to ex- 
plain why I fell so short of my work 


CRITICISE YOURSELF HONESTLY 


Of course it goes without saying that you 
must be absolutely honest with yourself. 
This may not be so simple, because it is not 
pleasant to put on record an adverse criticism 
of yourself or your accomplishment, but if 
conditions demand this criticism it is best 
for you to recognize the fact. 

Perhaps you are considering what you will 
accomplish if you begin such a chart. The 
definite thing the chart should do is to give 
you a record of your accomplishments and the 
reasons therefor, so you can make an intel- 
ligent analysis of the situation. It should then 
lead you to take further definite steps toward 
permanent improvement. For some condi- 
tions the chart. may furnish the remedy. If 
you find that certain practices tend to make 
you less efficient in your work, the natural 
answer would be to discontinue those prac- 
tices. Beyond this, However, the chart will 
probably be of little further use than to show 
the need forimprovement. There are so many 
possibilities that it would be impracticable 
to offer many specific suggestions as to the 
definite action necessary. That is for you 
to decide. 
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One word of caution. If you are absolutely 
honest with yourself and are willing to rate 
yourself harshly, you may find that your a 
complishments are very low. Do not be dis 
couraged. Let it be an inspiration to you to 
improve your abilities by intelligent thought 
and application. Read a few inspirational 
books on the subject. There are a number of 
wonderful books on efficiency, many of which 
make more interesting reading than fiction 
And besides giving you hope and inspiration, 
you may find in one of them the particular 
remedy applying to your own case. 


oOo 
Mary Jane Transcribes 
By Laura Mae Whitrock 


HE shorthand class sits in a row, 

The teacher dictates awhile; 

Most of the pupils take it down 
In free and flowing style. 


The teacher remarks, ‘‘To read this back 
On Mary Jane I'll call. 

Please speak up very loud and clear; 
Class, pay attention alli!” 


So Mary Jane starts out as fast 

As a limited express: 

“Dear Sir, we have your favor of—’”’ 
(The date she stops to guess.) 


then John puts in. 
a pause) 
Zoe adds, 


‘‘_November first,” 
Mary Jane repeats; 
“Aad reply immediately,” 
To finish out the clause. 


[Then Henry reads, ‘‘We beg to state 
[hat your note is overdue.” 
CThen—‘ We cannot give more time on same 
Please call and pay,’’ adds Sue. 


‘This Mary 
rill Fred chimes in, 
Has much—much—-much—” 
“Annoyance,” puts in May. 


Jane comes to a stop 
“delay 


caused us 


Then Sarah reads: ‘‘We must request 
That you kindly let us know—” 
She hesitates.)—‘‘What to expect, 


At once,”’ continues Joe. 


Then Jennie reads: ‘‘You have not show 
Proper coasideration in this case.” 
“Please let there be no further delay. 
finishes Grace. 


Yours truly,” 


Somehow it sounds so odd to me, 
And yet the fact is plain, 
The letter is quite complete, yet— 
Everybody 

reads 


Mary 


J Llit 
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General Business Terms—I] 


( Based on list given in Kimble's Vocabularies 


The key to this pla sli be ‘ound on pace 3% 
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Why I Use the Gregg Writer and How I Do It 


By Marion Bachus 


Beaver 


Dam, 


Wiseonsin 


|Another of the prize-winning articles from the “ Why and How" contest 


“ROM the teacher’s viewpoint, the Gregg 
Writer is the staff of life to his class. 
Without it the class would lose its pep 

and enthusiasm. The Gregg Writer is to the 
shorthand class what the rooters are to a 
football team. I have grown to depend im- 
measurably on it for that which is up-to-the- 
minute in the business world. To most of 
the students the Gregg Writer period is the 
interesting one in the whole month. 
them to help themselves. It is 


most 
It helps 


optimistic, but neither impractical nor frivo- 


lous. It is extremely helpful because it con- 
up-to-date subjects. The 
classwork is done away with 
by its The Gregg Writer helps my 
students in the vital business of self-improve- 
ment and development. Each copy of the 
magazine gives my students renewed inspira- 
tion to continue their study of shorthand. 
Beyond a doubt, it is indispensable to all 
Gregg writers. It is continually urging the 
students on to higher ideals and serves as an 


tains articles on 
monotony of 


use. 


incentive for them to become more efficient 
in their work. 
MY PROGRAM 

Everything in the Gregg Writer which is 
written in shorthand is carefully studied. 
After the article has been transcribed, the 
students are required to make a careful 
study of the outlines of words and phrases 
which are new to them. Phrases and words 
with which they have never come in contact 
are written five times apiece and more often 
if it necessary. After sufficient drill 
has been given on the new outlines, I dictate 
the article ata reasonable rate of speed, that 
is, 60 to 65 words per minute, to senior 
students. Then they are asked to transcribe 
their notes. The next step is the dictation 
of the article at a rate of speed between 70 
and 80 words per minute and faster if the 
class is capable of taking the dictation at a 
higher rate. After that, they are again asked 
to transcribe their notes. By using the 
Gregg Writer in this way the students become 
familiar with the outlines of new words and 
phrases and hence develop their vocabulary, 
a most essential requirement to speed. 

During the first part of the year, the only 
articles written inshorthand whichare available 
to my juniors are the exercises which are given 
for the various lessons. These exercises are 
used in connection with the lesson which they 
are studying. The same method of procedure 
is used in the junior classes as in the senior, 
with the exception that the speed work is 
A very careful study of the cor- 


seems 


eliminated. 


rect outlines is made in the junior classes 
After juniors reach the ninth lesson, with my 
help they can read practically all of the short 
stories and business letters, and they enjoy 
working on them 

Monday is Gregg Writer Day in my senior 
classes, but assignments from the Gregg Write 
are given to juniors at any time which is 
best suited to the lesson they are studying in 
the Manual. It is my aim to distribute the 
work as evenly as possible to the seniors s« 
that the magazine may be used each Monday 
of the month. If the Manual is completed 
in due time, the more difficult articles are 
studied in it and as much review work is 
done as possible, for I believe repetition aids 
in learning the correct outlines and in gaining 
speed in executing them. 


TYPEWRITING PRACTICE 

The Gregg Writer not only proves valu- 
able in shorthand but also in typewriting. 
Every day the seniors write for ten or fifteen 
minutes on the typewriting speed test which 
is given for the month. This test is proving 
to be of great help to the students in acquiring 
speed in operating the typewriter. They are 
allowed to practice this article up to a day 
before the time limit, and then they write 
the final paper. By this constant repetition 
they are learning to find the keys more readily, 
and there is a bigger possibility of each student 
securing a higher rate in the final writing. 
However, I never inform the students when 
they are to write the last paper, because there 
is a tendency for them to become nervous and 
fail to do their best. I change the time limit 
each month. 

To create interest in the magazine when 
introducing it to students, I show them 
various copies of the Gregg Writer and point 
out the value of it to them in their study of 
shorthand and typewriting. I tell them that 
it contains articles on live subjects pertaining 
to commercial education, and that it is one of 
the best magazines of its kind in the world 

It is no problem for me to get subscriptions, 
because the Gregg Writer is to a great extent 
one of the textbooks in my classes. | insist 
that each student subscribe for it just as | 
would require them to purchase their books 

I studied shorthand and typewriting for 
two years in high school, but I never used the 
Gregg Writer in connection with my study 
To my great sorrow, I never became acquainted 
with it until I was a student in the White- 
water State Normal School, and I realized 
then how much I had missed! 
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Not Guilty! 


YHARLES DICKENS paused in the 
story of his life, as told in David 
Copperfield, to speak of his trials in 

learning shorthand, of the “‘changes that were 
rung upon dots, which in such a position 
meant such a thing and in such another posi- 
tion something else entirely different; the 
wonderful vagaries that were played by circles, 
the unaccountable consequences that resulted 
from marks like 
legs." And many an 
imusing incident have 


flies’ 


we all seen played up 


resulting from a misplaced dot or an ab- 
breviated half-length, but, according to 
the San Francisco Daily News, tragedy itself 
recently hung upon the writing of a short- 
hand dot. Actually, the freedom of a man, 
sentenced to ten years’ imprisonment, rested 
upon the position of a tiny pen speck. We 
quote: 

“It was merely a dot, hastily punched upon 
1 piece of notepaper by a court reporter. 
Yet upon this dot depended ten years of a 
Once the tiny ink-speck dotted 
Now it him 


man’s life. 
out the man’s liberty 
tree 

“The man is William Dewar, of Virginia 
City, Nevada. He was convicted of the theft 
and sale of $5,000 worth of iron precipitate. 
The dot convicted him. He was sentenced 
to ten years in prison. This is how it hap- 
pened: 

“At the preliminary hearing the court re- 
porter, hurriedly scribbling his shorthand 
characters, placed a dot at the left rather 
than the right of the symbol. If the dot 
appeared at the right, the defendant's name 
was Dewar; if at the left, it Edwards 
The dot was at the left 


has set 


was 


““Dewar was held to answer to the Superior 
Court. The prosecution's chief witness had, 
in the meantime, disappeared Fhe short- 
hand reporter was called upon and read from 
his notes. He read the defendant's name as 
“Edwards."’ The notes plainly declared that 
his name was Edwards; that the witness had 
testified that his name was Edwards 

“Suspicion crept into the minds of the jur 
ors Why had the 
changed his name? 
had he adopted 
It seemed to indicate his 
guilt. The dot resulted 

in a verdict of guilty. 
“Then only by accident 
mistake 
trial 
and se- 


man 
Why 


an alias? 


was the discov- 
ered A 
demanded 
Dewar came 
before Superior Judge 
Louderback here a few 
days ago The fickle dot 
again held his fate in the 

balance. He was acquitted.”’ 

Thus, again, Fate had her little lark, 
hinging it, as per tradition, upon one ol 
the trivial things of life—but, then, it 
couldn't 


new was 


cured 


have happened with Gregg! 


Bonuses for Accuracy 
department store in Spokane, Wash., 
is giving bonuses to employees as a 
means of increasing their efficiency and 
time encouraging thrift. 
errors is 


at the same 

A daily report 
and bonuses are given to employees in each 
whose monthly records show 


sheet of used, 
department 
the smallest number of errors. 
Errors which the system has 
are due to the following: 


corrected 
Incorrect addi- 
amounts amounts 
omitted on ticket, mark 
cash sales or charge, book number omitted, 
misspelling of customers’ names, corrections 
on duplicates but not on original, date omit- 
ted, part of city delivery omitted, price 
incorrect, salesman’s number incorrect, etc 


tion, incorrect received, 


sales neglect to 


The system enables employees to demon- 
strate that they can overcome faults, brings 
out the value of each individual of the organ- 
ization, and serves as a guide to the man 


agement in promotions, as it discloses ability 
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Sentences on “Similar Words’’—Ill 


(The first plate appeared in the July issue) 
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THI 


(he Learner and His Problems 


Conducted by Clyde 1. Blanchard, Director of Commercial 
Education and Practice, Berkeley, Calif. 





“Invariability of outline 
is a prime factor 
of speed.” 














\ Bird’s-Eve View of the Principles 
; I 


N SPITE of vour best intentions to study, angle joining predominates Usually it is 


and with the help of practical a slow joining. The art of joining consonants 


experience during the summer vacation, 
find that a review of the theory 
principles will be the first thing on 


even 


rapidly without destroying the legibility of 


the outline must be acquired as soon as possi- 
ble. It should not be left to speed practice 


ou will 
your 


shorthand program upon returning to your 
school work. If you have followed this series 
f articles throughout the year, you will have 
ad impressed upon your mind the impor- 
tance of going slowly through the principles, 
earning thoroughly each lesson, testing what 
you have learned by much application to 
ew matter, and holding to the highest stand- 
irds of legibility of outline. Our best writers 
ire not usually those students who have 
iurried through the Manual into dictation 
They are those who painstakingly 
studied the Manual until they can 
the rules, the illustrations, and the exercises, 
vithout the aid of the Manual before them. 

In getting a bird’s-eye view of the prin- 
iples, to clinch what we have learned, let 
s focus our attention on ten major 


the Manual: 


have 
visualize 


divisions 


1 Consonants 

2 Vowels 

3. Diphthongs 

4 slends 

5 Reversing 
Werdsigns 
Phrases 
Omission « 

] 


Joined and 


principle 


f vowels 
1 prefixes 


suffixes 


disjoines 
Joined and 


1. CONSONANTS 


The eighteen consonants group themselves 


divisions: forward, upward, and 


The 


ills into a group by itself 


to three 


consonant 7”, ol 


course, 


wwnward. 


these consonants for correct 
4 


rapi 


reviewing 
and for execution, 


the 


p rtion, 


Siant, 


yu will find that review will be more 


] joined in each 
In taking 
these 


I he 


ractical if the consonants are 


rill than if they are written alone 


tation vou are confronted with 


trokes joined every pract wa 


Don’t forget the tapering stroke, the “‘get 
away” stroke. Watch critically for the dots 
at the ends of the lines, the heavy shading 

both faults showing that you have permitted 
the pen to slow up or rest at the end of the 
stroke instead of passing rapidly on to the 
next stroke 
best 


correct one of the 


in addition to the drill on the consonants 


For proportion, 
drills, 
when joined, is the drill on the “triplets,” 


as I call them: 


OO 


den-dem, itl nd-emd thts 


lef 
with 


more 


to deal 
little 
The 


triple ts loses 


have 


be a 


The realization that 
triplets will cause you to 


you 


careful with your careless 


beginner finds that one of the 


proportion 


its identity altogether in the vary'ng lengths 


ts 


he gives the consonan 


2. VOWELS 


students, a on consonants 


lo many 


seems a necessary evil something 


without color It is altogether 
their 


without life, 
different 
" 


shades of sound 


vowels and 


A review of them joined 


the conson ints do s not 


New 1 


you, 


with the four 


a review ol 


material. any subject 
interest to the review. It 


shoul , ol course ensive, covering 


all the joinings t and al! 


ne sounds 


o 
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A Wordsign Chart 


By taking these outlines in different sequence—across, up and down, diagonally—you will find in this chart a source o 
injinile variety for practice on the wordsigns.| 
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hooks. Think of the hooks as 
inute curves, deep and narrow. The one 
iring fault in writing the circle vowels is 
ery easy to correct. The fault and the 
medy are contained in the simple state- 
nent: Make the ‘‘a” larger, please! 


3. DIPHTHONGS 


The four diphthongs reduce themselves 
o one diphthong when we seek for something 
ew to practice. We are already familiar 
vith the joinings present in the diphthongs 
i, ow, and ot. If we “write by sound,” 
we will get along famously with these diph- 
thongs. The other outline, ‘‘i,"’ however, is 
1ew. We had some intimation of how it would 
be written in common words and in word- 
signs, when in Lesson One we were given the 
outline for the pronoun “]."". We must take 
1dvantage of this abbreviation of the broken 
ircle to the circle in writing such words as 
the, life, might, idea, etc. Avoid sharp angles 
in this broken circle wherever possible. 


les and 


4. BLENDS 


Why the blends? We all enjoy writing 
them. This is the answer tothe “Why.” But 
some of us do not realize why we enjoy writ- 
ing them! An interesting exercise to show 
why we enjoy writing them is to write the 
words in which blends occur without the use 
of the blends. The elimination of the awk- 
ward angles and in some places of vowels, 
making for speed in execution and beauty 
in outline, is reason enough for the blends. 
Don't forget the triplets mentioned in a 
previous paragraph: ith-end-emd and ith- 
den-dem, 


5. REVERSING PRINCIPLE 


Two strokes must always be present in a 
word before this reversing principle may be 
ipplied: the circle vowel and the straight 
line. If you will remember to test your word 
for the circle and the straight line, you will 
not attempt to reverse: to express “‘or,’’ or 
“ur”; neither will you attempt to reverse 
between curves, as in “‘barb’’ and similar 
words. Practice these combinations and you 
will feel a little better acquainted with the 
reversing principle: 


1. The consonants followed by { 4 } joined tot, d, m, m. 


h, ish. 
2. T.d,n, mJ, ch, ish, joined to (o} followed by the 


consonants. 
6. WORDSIGNS 


Good old-fashioned drill with a _ deter- 
mination to master the wordsigns, will enable 
you to retain these words. The fact that they 
are the common words in dictation should 
encourage you. If you learn to write them 
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correctly at first, the habit formed from writ 
ing them so often will soon relieve your mind 
of any noticeable burden. The accompany- 
ing chart will help you concentrate in both 
reading and writing the wordsigns. The need 
for a review of the wordsigns does not come 
altogether from the fact that you forget them 
You never really learned them. You were 
looking for greener pastures, more interesting 
principles, and naturally you 
Lesson Nine as quickly as possible. 
the thorough 
signs marks the difference between a goo 
shorthand writer and a poor one. Pride your 
self, therefore, on being letter-perfect on all 
wordsigns 


passed by 
In many 
word 


cases learning of the 


7. PHRASES 


Just as the consonants and vowels naturally 
belong together in words, so, for shorthand 
purposes, the common words naturally belong 
in phrases. The beginner who doesn’t develop 
the phrasing habit is going to have hard 
sledding when he reaches dictation. There 
are enough phrases in the Manual and in the 
supplementary texts which you use to meet 
all demands made by ordinary dictation 
Learn them all, but don’t invent any 
until you graduate and become a law unto 
yourself! And then go slowly! 


more 


8. OMISSION OF VOWELS 


The best review of this subject insofar 
as I have been able to determine after ex- 
perimenting with many reviews, is a careful 
review of each paragraph in the twelfth 
lesson. Most students find these principles 
hard to apply correctly. Each review will 
make the application easier. Each time you 
practice a word you are making it easier 
to write that word without thinking of the 
principle involved. 


9 AND 10. 
PREFIXES AND 


JOINED AND DISJOINED 
SUFFIXES 


The wordsign principle has been applied 
to the prefixes and suffixes which are common 
to a number of words. The Manual has 
arranged and classified these prefixes and 
suffixes in such a way as to make it possible 
for you to associate analogical abbreviations. 
Unless these prefixes and suffixes are thor- 
oughly learned, they will hinder rather than 
aid in the acquiring of speed. A thorough 
review of these lessons will cover much of the 
theory presented in preceding lessons at the 
same time that the emphasis is being placed 
on the prefixes and suffixes. 

Enlarge your shorthand library as rapidly 
as you can. Read something in shorthand 
daily. In so doing you will be unconsciously 
reviewing your theory without the drudgery 
that is attached to a formal review. 
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The Test of Time 


By Oscar J. Shelby 


Official Reporter, Division No, 2, Circuit Court, Jasper County, Joplin, Mo 


T SEEMS to be a rather common belief 
of the laity that a stenographer has 
difficulty in reading ‘‘cold 
think, perhaps, that belief has some merit 
and is brought about in the first place because 


notes.”” I 


so many “‘stenographers’’ do not understand 
matter about they take 
dictation; or, secondly, because they may not 


fundamental 


the subject which 
be sufficiently grounded in the 
principles of their systems; or, thirdly, the 
system which they write may possibly have 
such a multitude of exceptions to every rule 
that it is difficult to read after it has ‘‘aged.”’ 
Any of these three reasons, or all of the m, 
coupled with the fact that the subject matter 
of a particular “‘take’’ has gone from the 
memory of the writer, may account for the 
impression or belief, and we must admit that 
there is good and sufficient ground for the 
belief in many, many cases. 

These thoughts have 
me by a delightful experience that I enjoyed 
last year. 


been suggested to 
Believing the experience unusual, 
I pass it on to my fellow-workers. 

Almost ten years ago an injunction suit 
was tried in the court where I was then and 
reporter, whereby one 
corporation sought to enjoin another corpo- 
ration from words in their 
advertising and sale of a particular patented 
article, manufactured and sold by both cor- 
porations. The case was more or less of a 
technical nature, and the hearing of testimony 
required about two days. No transcript of 
the oral testimony was called for, and the 
notes were filed away, until March, 1920, at 
which time I had occasion to make a full 


am now the official 


using certain 


and complete transcript of the testimony i: 
the case. 

The matter had passed entirely from my 
memory, and it was with anxiety that | 
approached the task of reading notes mort 
first expe 


than nine years old, it being my 


rience in searching out and reading notes 


anywhere near so venerable! 
To my delight, I found the reading of the 
more 


been taken the da 


notes matter; no 
difficult than had they 


True, I found that my 


a surprisingly easy 


or the hour before. 
style of writing had changed to a very cor 
siderable in nine years—my style of 


brief, notes mucl 


h less elementary to-day thar 


writing is much more 
smaller and mu 
nine years ago. 

The 


faultily 


some 


case dist losed 
executed shorthand, yet, the point 


our shorthand (and 


notes in this 


I wish to emphasize is, 
it is one of the beauties of the system) carries 
legibility notwithstanding faulty construction, 
and notwithstanding its mature age. The 
fact is, this shorthand will be as susceptible 
of fluent reading a hundred years from now 
and although I may not be 


yet I venture the predic 


as it is to day, 
here toread it then, 
that any reporter writing our sys 
shorthand will be able to read 
it that somewhat remotes 


tion 
tem of 
these notes readily 
That reporter, yet to be born, will als 
would 


time. 
be able to read this same case as I 
write it to-day, or as I may write it to-morrow, 
or ten years hence. 

And so I must say that in truth and in 
fact the words “Gregg Shorthand” and the 


word “‘legibility’’ are synonymous. 


THRIFT teaches the way to get the best benefits out 


of what we earn. 


It puts sunshine into a rainy day. 


Thrift does not speculate—it survives. 
Thrift has one eye on the present and looks cross-eyed 


at the past. 
ing toward the future. 


It keeps both eyes, most of the time, peer- 
Thrift is Scotch. 


Van Amburgh 





THE GREGG WRITER FOR AUGUST 


The Way to Success 


By Margaret Maynard 








THE GREGG WRITER FOR AUGUST 


The Way to Success 





A viz 


Glasgow Weekly Herald, Glasgow, Scotland 





THE GREGG 


WRITER FOR AUGUST 





o-o-O-O--4 


(he O. G. A. 


Devoted to the Development of Artistry in Shorthand Writing 


Conducted by Charles L. Swem, 631 S. 


Department 


“Wabash Ave., Chicago, /1i1. 








This department is the official 
mouthpiece of the O. G. A. The 
purpose of the organization is to 
encourage the development of skill- 
ful shorthand writin Membership 
is granted to those whens notes show 
artistic merit. 


OF THE] Hew to Became @ — p+ Prac- 
tice the test article until you secure 
ORDER two copies that represent your best 

work. Mail one of these to the 
editor of the department and retain the other for com- 
parison with the published plate. If the specimen 
sent us reaches the required standard, a ee 
certificate will be sent you. Otherwise your work will 


AN 


EMBLEM 














be returned with suggestions and criticisms and you 
may try again. To secure approval, notes must be 
correct in theory, accurate in proportion and execu 
tion, free in movement 

A Certificate of Superior Merit is awarded to 
those whose notes are of superior excellence. This is 
the highest credential awarded for artistic shorthand 
writing. It will be issued in connection with the 
membership certificate to those whose notes warrant 
it. Members may become candidates for the Certiji- 
cale of Superior Merit. A circular about this certifi- 
cate and how to secure it will be sent on request 
Examination Fees: An examination fee of ten 
cents must accompany eac h specimen submitted 
for membership, fifty cents each application for 
Certificate of Superior Merit 








Don’t Quit Now 


AST September you started boldly out 
upon a new adventure. You began the 
study of shorthand—bubbling over with 

‘nthusiasm, and with ambition to succeed in 
your chosen calling. Under the guidance of 
your teachers you launched your little ship, 
ind you took for your chart the Gregg 
Writer and the O. G. A. 

Since then you have sailed the 
of shorthand endeavor, and you have 
reached port, the first port of your journey— 
the Port of Possibility. You have completed 
your commercial course, and you stand on the 
threshold of the business world. It may even 
be that you have written your first letter or 
first carbon. You have accom- 
plished, to an extent, what you set out to ac- 
complish. You are perhaps 
with a secretaryship ahead of you. 

Having made valuable use of the Gregg 
Writer and the O. G. A. Department in 
the long, monotonous grind of the school- 
room, you will bid them, perhaps, an affection- 
ate farewell and forget that they ever existed. 
Why not? You areastudent nolonger. You 
ire a full-fledged stenographer, entering upon 
1 useful and career; what further use 
have you with theory and instruction? So, 
it may be that when your subscription ex- 
pires, as many do, with the August issue, you 
part company with the guide of your student 
days; you may be sentimental and feel the 
faintest twinge of regret at losing it—but 
what right has sentiment in business? Over- 
board they go—Gregg Writer, O. G. A., am- 
bition, and all. Oh, yes, ambition, too—and 
that is the rub, and the occasion for this last 
word of friendly warning. 

There is no reason for any of it, 


seven seas 
safely 


filed your 


a stenographer, 


busy 


but it’s a 


situation that exists. It’s an odd streak in 
human nature that permits us to relax when 
made a goal and tasted the first 
sweets of success. Adversity is always the 
greater spur to effort; success itself is deaden- 
ing, enervating. There are many of us who, 
if we had tasted more defeats before our first 
victory, would have reached a higher goal. 


we have 


It is easy and natural after passing with grad- 
uating marks to convince ourselves that we 
are quits with study and that henceforth we 


Haven't the teachers 
and haven't we got a 


go it “on our own.” 
taught us all they knew, 
diploma to prove it? 

Why, the Lord help us, it is the very time 
we need help if we ever needed it. We need 
such stimulation and guidance as the Gregg 
Writer and the O. G. A. Department contains, 
more after graduation than we ever did be- 
for then we ourselves are on trial; before 
it was the school that was on trial. We not 
only have to make the first place, 
but we have to keep on making good every 
day of our lives 

It is not a distant cry from the O. G. A. 
principles to the activities of the private sec- 
retary. In fact, it is the same hallo, the same 
noise. The introduction of art into short- 
hand, as advocated by the O. G. A. Depart- 
ment, is not a fad. It is not a scheme con- 
ceived to give idle students something to do, 
or teachers a subject to talk about in class. 
The sole and simple reason for it is that art 
in Gregg shorthand is synonymous with speed 
and success in the career of the stenographer 
orthesecretary. R's and /’s aren't to be made 
deep at the beginning and shallow at the end 
simply because they look prettier that way, 
but because, they can be 


fore, 


good, in 


because, and only 
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written faster that way and can be read with 
greater accuracy. Art in shorthand is the 
elementary expression of speed and accuracy 

If you are in your first position or about to 
iccept your first position, don’t make the 
fatal mistake of supposing that what you stud- 
ied in 


school was theoreti 


cal or impractical 
The application of O. G. A. standards are as 
infallible guides in practice as in 
room. 


the class- 
that 
the more nearly you conform to these stand 
ards in your notes taken from the 
tion, the greater will be 


It is not an exaggeration to say 


boss's dic ta 
your chances of ad- 
vancement | or to advance e, vou have vot to 


improve, and improvement is a matter of 


FOR Al 


intelligent pri and 


absorption. Y« 
can't 


hope by standing wher 


prove 
you were wh 


1 ' 
ielt school, 


get further ) hi , ( do 


and in order t¢ 
more studying 


—preferably along the same lines as those fol 
lowed in the schoolroom. What did the job 
once will do it again. 

You reached the highest pinnacle 
of success when you have 


haven't 
become a st 
other stations in life 
quite as elevated, and thoroughly worth as 
piring to. It is even that they are 
more desirable than the stenographic pro 

may doubt that Wi 


pa 3d 


nographer. rhere are 


rumored 


fession, thoug! 


ve il got 4 niinued 


Plate for June O. G. A. Test 
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Editorial Views 








fundamental Qualifications of a 
Private Secretary 

NE of the important 
institutions of New York 
Chemical National Bank, 
bulletin for its stenographers, 
esumé of the fundamental qualifications 
f a private secretary. We quote the follow- 
ing as being of special interest to our readers. 
the fundamental 
qualifications which should be found in the 


banking 
City, the 
issued 


most 


has 
giving a 


‘These are some of 


an executive: 
health, and 


secretary of 
“‘Character, habits should 

be of the best. 
“Education should 

mathematics, and 


should be evinced in organization, efficiency, 


literature, 
interest 


be good in 
economics, and 
ind statistics. 

“The secretary should be a 
rapid penman; should have agreeable address 
should have depend- 


good and 
courtesy; 
ible memory; should be orderly and system- 
atic; have and 
should be an accurate and rapid stenographer 


and steadfast 


should energy perseverance; 
ind typist. 

“The secretary should conserve the execu- 
tive, not only by attending to those things 
turned executive, but also by 
attending to those things which come directly 
to the secretary by reason of position and 
which the secretary can attend to as well as, 
or better than, the executive. 

“The secretary should see that 
tive has no routine matters whatever. Papers 
the executive's desk reflect 
on the secretary. 


over by the 


the execu- 


accumulated on 
discredit 


“The 


executive 


secretary should see that when the 
matter, its execution 
man, and that the job 


decides a 
passes to the right 
is followed through. 
“The secretary should never bring matters 
to the attention of the executive except at 
times: 
—s When it is 
immediate decision. 
“2. When the going 
over with the executive things 
which have during the day accumulated, 
and with regard to which it is necessary 
that the 


“The 


two 


desirable to get 


secretary is 
those 


executive reach decision. 
secretary in this 


opposite of 


method of the 
particular should be just the 
the executive. The secretary should accumu- 
ate matters which require the decision of 
settling matters at 


the executive, many 


one time and not interrupting 
the executive. 
“The 


over to the secretary 


executive s il immediately 


those 


turn 
matters on whict 


he has reached de 


sion. 


‘The secretary should be 1 constant 


student of those problems for which the 


executive has ssumed re ponsibility, ind 


should thus prevent misdirections and mis- 


takes. 

“The secretary 
desk every 
has started, and should see that each proble m 


best 


have on his or her 


should 


problem which the executive 


moves to its promised and conclusion, 
and that the executive's thought is redirected 
to each at the right 
“The secretary 
only that—the 
at the right time. 
“In 
has no knowledge of the clock. 


moment. 


never forget. 


Not 
remember 


must 
secretary must 


completion of a task the secretary 
That sense 
which causes each 
with 
involves ability to complete 
task its allotted time. In the 
business game the clock-watcher 


to the end where he or she belongs—a clock- 


of personal responsibility 
task to be 
accuracy 


accomplished absolute 
also 
each within 


remains 


time-server. 

should be an authority 
on system—not theory, but its 
practice. The secretary should know where 
his hand can be laid, and instantly, on what 
More than this: When 
the executive asks for a subject, the secretary 


watcher and a 


“The 


secretary 
alone its 


the executive seeks 


should bring to his attention related subjects, 
that the matter in its may 
be before the 
that 
greatest 


broadest aspect 
mind of the executive, in order 
with the 


may 


he, in the shortest time, and 


opportunity for accuracy, 


oO°od 
Last Call! 


"THE National Shorthand Reporters’ Asso- 
ciation has cordially invited every short- 


de« ide.” 


hand writer in the country to be 
and participate in its Twenty-second Annual 
Convention, to be held at Niagara Falls, 
Ontario, August 22-2¢ 

There is no more appropriate place in the 
spend a real vacation than at 
The country for hundreds of miles 
around streams and 
lakes—not by any forgetting the 
Falls. There is but one Niagara on the globe! 

The officers of the Association have 


present 


) 


world to 
Niagara. 
abounds in forests, 


means 
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provided a program of unusual interest and 
value. The annual speed contest will have 
new features this year especially attractive 
to amateurs and ambitious writers. 

*lan to take in this convention if you can, 
you are not a member of the 
organization. And don’t forget, if you are 
expecting to enter the contest, that J. E. 
Fuller have your application before 
August He must hear from you by 
the tenth if you want a typist furnished. 
Address Mr. Fuller at Goldey College, Wil- 
Delaware. 


even though 


must 


15! 


mington, 
For any general details, 
Albert C. 
remple 


the sec retary is 


man-— Gaw, of Chicago 


M soni 


your 


815 Building). 


© OC 
Business 
“Jogging” 


— From Constructive Dictation, by Edward Hall Gardner, 
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California Reporter Accepts New 
Appointment 


V R, W. E. COMBRINK has been appoint- 
“ ed official Court Reporter for Yolo Coun- 
ty, California, and has moved his family 
to Woodland, the County seat. For many 
years he was the official Court Reporter for 
Siskiyou County and lived at Yreka. He 
recently reported hearings before the Senate 
Committees at Sacramento, acknowledged 
to be the hardest kind of “‘takes’’ under the 

He is a member of 
Reporters’ Association 
Shorthand Reporters’ 


most trying conditions 
the California Court 
and the Nationa! 
Association. 


a 
Y 


Letters 


Letters 


page 226, Leiters 3 and 4. 
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e Typist and Office Worker 


A Clearing House of ideas for Typists and Office Workers 


Conducted by Harold H. Smith, 631 S. Wabash Ave., Chicago, IIl 








The O. A. T. is the professional organ- 
ization of the artists in typewriting 
It is open to all who qualify as superior 
craftsmen. 

Junior Membership: Membership in 
the Junior division is open to anyone 
who is studying typewriting in a schoo 
or by himself who is able to pass the 
Junior test. 

Senior Membership: Membership in 
the Senior division is open to all typists 
whether attending school or not who have reached 
a speed of at least forty words a minute. Senior tests 
must be accompanied by a signed statement that 
the candidate has attained this speed. 
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Competent Typist Certificate: This certificate 
is issued to anyone who is able to qualify at fifty 


words or more a minute on the Monthly Speed 
Test. No papers rating less than fifty net words 
the minute are to be submitted 

Tests: The tests for both membership and 
“competency” appear in this department each 
month. Tests may be practiced as often as desired, 
but only one specimen should be sent in. Each part 
of the membership tests should be typed on a separate 
sheet. The speed test matter must be written as 
a ten-minute test, subject to International Rules, 
and accompanied by the timer's affidavit A test 
is good only until the 25th of the month following 
publication. 

Fees: An examination fee of ten cents must 
accompany each membership test. No fee is charged 
for speed tests. A beautiful Certificate is issued 
to all those who pass any of the tests. 








Unevenness in Impression and Spacing 


HILE it is a comparatively easy mat- 
ter to detect unevenness in the type- 
written page, many typists do not 

know how to go about correcting the difficulty. 
In considering this question, we must keep 
in mind two points—that we are dealing with 
two distinct types of unevenness: 

(1) Unevenness in the impression of the 
letters on the page, and 

(2) Unevenness in their spacing vertically 
ind horizontally with reference to the line of 
writing. 

Behind these two difficulties there are two 
fundamental or both of which 
may be operating in given situation. 
The first we will call by the common term 
‘“‘machine”’ under it fall such 
ases as poor adjustment, worn-out parts, 
or the limitations of construction in the par 
ticular typewriter used. 


causes, one 


any 


troubles, and 


The second may be designated as ‘‘opera- 
tional,” because it is directly traceable to the 
yperator. The operator can determine to a 
arge extent both the evenness of impression 
ind side spacing. His influence on the verti- 
al spacing of the letters is not so marked; 
but it is there, and no patience should be had 
for the typist who eternally blames his type- 
writer for all his troubles and never takes any 
responsibility upon his own shoulders. 


OPERATIONAL DIFFICULTIES 


The finest and most perfectly adjusted 
typewriter in the world will fail to do even 
work if the operator does not do his part. 
This is because the present practically uni 


versal mechanical construction of typewriters 
makes the spacing between the letters de- 
pendent upon a harmonious working of the 
printing mechanism and the paper-carrying 
mechanism. 

In order to understand this more fully, it 
is well to remember that there are three main 
divisions in the mechanism of the typewriter; 
the printing, the and the 
spacing mechanism. 


paper-carrying, 


The printing mechanism is made up of the 
key levers and their connections, the type- 
bars, the ribbon or inking device, and their 
subdivisions. 

The 
sented by the carriage, with its large, rubber 
the auxiliary feed 
various connections involved. 


paper-carrying mechanism is repre 


covered rolls 
the 
The spacing mechanism is the heart of the 


cylinder, 
and 


typewriter and includes the escapement wheel, 
the escapement rocker and dogs, the universal, 
ind such special devices as the back spacer, 
the tabulator, etc. 

Without going 
this time, the typist must remember that if 
this which links the 
printing and paper-carrying portions of the 
machine together, does not function at the 
proper moment tor 
bound to have some 
And whether the spacing mechanism operates 
at the exact time for each stroke is dependent 
upon three things— 

1) The rhythm or timing of the stroke 
with the either 
side; (2) the power behind the finger which 


into technical details at 


spacing mechanism, 


each impression, he is 


unevenness in form 


in comparison strokes on 


drives the typebar to the paper, and 
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3) the length of time the finger lingers on the 
key. Let us consider each of these separately 


RHYTHM. 


This is an old story to most typists, but it 
is generally disregarded. As we have pointed 
out in these columns before, there can hardly 
be any such thing as perfect rhythm, especially 
at the higher speeds, because there are limi- 
tations to the rapid operation of certain combi- 
nations due to the construction of the type- 
writer and of the hand which fingers the key- 
However, approximate rhythm is pos- 
be some discernible, 


board. 
there should 
relation between any given stroke 
after it 


sible and 
rhythmic 
and the strokes made 
An experienced typist will approach a difh- 
cult combination in such a way asto slow down 
gradually until it is reached and then he will 
pick up speed as gradually afterwards. Many 
times this approximate rhythm is not dis- 
tinguishable to the ear, but it can be felt 
by the typist himself and should be culti- 
vated. 

Certain it is that one must learn to know 
the ‘‘feel’’ of the particular typewriter he is 
writing on before he can be sure of producing 
evenly spaced work of clear and uniform im- 


before and 


pression, 
FINGER POWER 


A soft, yielding, half-hearted touch will 
not send the typebar on its upward journey 
with much decision or speed. A_ sharp, 
snappy, positive touch not only will impart 
certainty to the execution but it will drive 
the typebar upwards with a force which will 
reflect itself in the reverse movement of the 
typebar as it returns from the printing point. 
The harder a rubber ball is thrown against 
a wall, the faster it bounces back. So it is 
in typewriting, except that the wall is now a 
while the ball is 


rubber-covered cylinder, 


the steel typebar. 
FINGER CONTACT 


A lazy touch on even one key 
the typebar connected with that key and thus 
this slow 


will delay 
delay the spacing mechanism. If 
movement is followed by a quick, positive 
one, the spacing mechanism will hop-skip- 
and-jump over these two spaces at irregular 
intervals of time. Result: uneven side spac- 
ing 

Never touch a key until you know it is the 
key you wish to strike—then, swiftly and 
surely, strike it and relax In the learning 
Stage it is think out carefully 
in detail what is to be done before making 


necessary to 


any then, will to do the thing as it 
has been planned. This is the shortest way 
to skill in typing, and represents, of course, an 
condition which is attained by few 
In the later Stages the details are 


motions; 


ideal 
students. 
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good Or bad, right 


letter or thinking 


taken care of by habits, 


wrong, and seeing the 


becomes synonymous with willing to strike it 
This 


through 


definite action of the will manifested 
the 
is an act of energy, 


more speed and accuracy wi 


nervous and muscular syster 


and the more energetical 
it is made, the 
result 

There will be no lingering on the finger 
key if this principle of e: execution is 
observed. It soon becomes a habit and fri 


lergeti 
that point on progress can be limited on 
by the individual's capacity to furnish energ 
Get off the 
hand action, staccato, relaxation, 


key call it yet-away, Snap] 
or what yo 
will—get off the key as soon as possible afte 


commencing to depress it! 


MISCELLANEOUS DIFFICULTIES 


vertica 


irregular 


If there is any looseness in the 
adjustments of the carriage, this 
operating and lingering on the finger-keys wil 
bounce the mechanis1 


frequently paper 


around enough to throw the successive letters 
entirely out of line. 

A loose desk or table will also produce th« 
unevenness in vertical or 
A table that wiggles very, 
that is 
The 


energy 


same result as to 
horizontal spacing 
very slightly, is just as bad as one 
ready to fall to pieces—perhaps more so. 
reason for that part of the 
which is pent up in the large carriage-tension 
spring is diverted from drawing the carriage 
forward space after space and finds its way 
into the table, which, in turn, responds with a 
vibration. 7 the vibration, the 
less likely is it to affect the spacing, thougl 
the long swing is worse from the standpoint 


this is 


he longer 


of accuracy in fingering the keyboard. 

This vibration, more often than not, acts 
in such as to cause the carriage to 
stand still, or 
time of its release for a space, and the result 
i two letters 


a way 

move very sluggishly, at the 

is a_ pile-up, or crowded 

together. 
Typewriters ire 

tables or desks 

i available, an old 


adjusted for use on solid 
If a fairly heavy, solid desk 
key, a knife, or a 
iy often be used to wedge a 
most of the 


is not 
piece of wood m: 
rickety desk so as to eliminate 
looseness 

In the case of machines having a very light 
carriage tension and which must be used o1 
tables, it helps to tighten the 
carriage tension a little in order to drag the 
} 


loose usually 


carriage forward more promptly and compen 


sate for the energy which is lost in the vibra 


tion of ) \ small set-screw on a 


modern revents the promiscuous 


tampering which used to be the bugbear of all 


ty pe writer users and teachers of the subject 


No adjustment should be touched except 


under the supervision of an instructor or 


some responsible person 





THE GREGG 


Viaterial for O. A. T. Tests 
Good until September 25, 1921) 


Junior Test 


accurate copy ol the iollowing 


in your most artistic style. 
umbrella can be traced back 
Genesis, the expression, 

the sun,”” would demon- 

) appears everywhere 

Christ 

upan, a 


at 


seve 

with wooden 

y horsetr ! o fastened the 
their thighs 

umbrella was carried by Jonas 

of Magdalen Hospital, in 1750 

sition, was scoffed at, reviled, and 

. persevering, had the satisfaction of 

ng the umbrella forever implanted in England as an 

iperishable institution. 

Yankee ingenuity was responsible for the metal shafts 

If-closing devices that have 

but to-day 

shaft 


ming the mark of the umbrella of a gentlemar 


of recent years, 


urn to the stouter woode 


Senior Test 


Copy the following extract from an article 
by Julius Kahn in the March, 1921, Forum, 
“As to World Disarmament,” giving the 
title and author’s name and crediting its 
source to the Forum The statistics 
armies of the 


about 


the standing world § should 


ve tabulated. 


There are thousands of patriotic Americans who main- 

i ty to lead the way in the movement 

even though the other nations might 

visable to follow our leadership. 

1 that by taking this course we will inspire 
the peopl ff other countries to follow our altruistic 
those countrymen of ours who feel that 
influence whatever on 


These 


example. To 
! use would have any 
peoples of other governments, it is only fair to say 


that our country has taken this lead already by cutting 
within the 


lown materially its land forces Congress 
ast few weeks has passed a resolution instructing the 
War Department to reduce our Regular Army to an 
nlisted personnel of 175,000 men. Assuming that our 
~pulation for the Continental United States is 105,709,000 
nhabitants, the military force provided by Congress is 
upproxmately 16 per cent of our population. The only 


two nations in the world that have a smaller percentage 


f soldiers in their respective armies are Paraguay, whici 


as 15 per cent, and the United States of Colombia 


which has 11 per cent. On January 20, 1921, we had 
222,000 enlisted men in our Regular Army he approxi 
ate strength of that Army compared to our population 
is 21 percent. As soon as the Army is reduced to 175,000 
e percentage will shrink to a little over 16 per cent 
The Republic of 


niversal service, has a population of 4,000,000 persons 


Switzerland, which has compulsory 


regular army consists of 170,000 soldiers, which is 


the total population of that country 
ittle Swiss Republic, in proportion t« 

he largest regular army in the world 
as to the populatior } size 


he percentag 


European count 
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Switzerland 
Greece, 7,500,000—240,000- 
36,500-—-3.04; Poland, 30 


in our own, form a most teresting exhibit 
4,000,000— 170,000—4.25; 

3.20; Esthonia, 1,200,000 
072,000—815,000—2.71; Lithuania, 2,000,000—40,000 

2.00; Roumania, 17,393,200—323,600—1.86; France, 
39,601,500a—735,300—1.85; Latvia, 2,605,000—45,000 

1.73; Czecho-Slovakia, 13,215,500—216,800—1.64; Albania 
850,000—13,500—1.58; Serbs, Croats and Slovens, 14.,- 
365, 500—194,000—1.35; Belgium, 7,555,600b—100,000— 
1.32; Italy, 36,740,000—464,000—1.26; Norway, 2,391, 
800c—30,000—1.25;: Finland 3,325,000—35,000—1.05; 
Spain, 20,695,7006—216,600—1.05; Denmark, 2,941,000 


27,500—.94; Great Britain, 45,.516,000e—425,000/ 
—.93: Turkey 12.000.000 100,000e 83; Russia (B 
shevist) 182,182,000d—1,500,000h/ 82; Bulgaria 4.- 
430,000—3 2,000. 72; Portugal, 5,545,600—33,000—.60; 
Hungary, 7 ,690,000— 36 ,000—.46; Austria 6,400,000 
22,000 33; Netherlands, 6,724,.700¢ 20.000. 30: 
Sweden, 5,813,800)—15,600—.27;: Germany. 55,086.000h 
150,000—.27; United States, 105,709,000k—222,900: 
21 
a=1911, b=1918, « 1910, d=1915, e=1917, f<in- 
cludes 130,000 Indiar troops outside of India, g = National 
ist Army, h=estimated, i=<estimated enlisted strength, 
not including Phillipine Scouts January 20, 1921, k = Cor 
tinental 


O.A. T. Awards 
Gold 


Marguerite Nath, East Intermediate Schoo 
lowa 

Maude Mellott, Elliott Commercial School, Wheeling, W 
Va. 

Winifred Allegra Gray, Elliott Commercial School 
ing, W. Va 


Ring 


Davenpor 


Whee 


( a ld Pin 


Ruth Stephens, High School, Bedford, lowa 

Donald Phillips, Savanna Township High School, Savanna 
Ill. 

Howard McSweeney, Utica Free Academy, 

Helen Hawkins, High School, Bedford, Ind 

Johanna Nagler, Moser Shorthand College 


Silver Pin 


Ward Bayles, High School, Salina, Kans 

Louise H. Meyer, High School, Ridgewood, N. J 

Helen Brinker, High School, Wilkinsburg, Pa 

Helen Lundvall, West Intermediate School, 
lowa 

Glenn McNeill, High School, Healdsburg. Calif 

Helen Yasensky, High School, Wallingford, Conr 

Elmer C. Humphrey. Kansas Wesleyan College of Com- 
merce, Salina, Kans 

Philip Fuller, St. Mary's School, Scranton, Pa. 

William Zahradnik, Blessed Agnes High School, Chicago 
Til. 


Utica, N. ¥ 


Chicago, Ill 


Davenport 


Bronze Pin 


Bessie Wetkin, Hebrew Technical School for Girls, New 
York City 

Elise Barnette, St. Mary of the 

Reba V. May, Middle Township 
May Court House, N. J 

Mabe! Nelson, High Schoo! 

Max Graves, Woodburn Public Schools 
gon 

Carrie Marie Heft, High School, Woodbine, lowa 

Maijorie Thomy 1, High School, Okmulgee, Okla 

Jennie McDonald, High School, Colorado Springs 

Susan Dippel, Sacred Heart School, St. Paul, 

Nina Miller, San Diego Night High School 
Call 

Dorothy Van Ness, Lodi High School, Lodi. Wis 


Miss 
Cape 


Pines, ¢ 
High 


hatawa 
School 


Washington, Iowa 
Woodburn, Ore- 


Colo 
Minn 
San Diego 
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August Typewriting Speed Test 
(Test for Competent Typist Certificate, good uniil Sepiember 25, 1921 
HE world now knows what the fur traders and Indians and missionaries 
of the far North have known for a century—ever since MacKenzie found 
the great northern river named after him—that a vast oil area comparable 
to Mexico’s, or Oklahoma’s, exists between the Arctic Circle and the Athabasca, 
and certainly as far west as the Peace. The area is about 1500 miles long and 500 
miles broad. 

Oil was found in twenty-three different wells in the summers of 1919 and 
1920, in gusher quantities in one well in the Arctic Circle, at a depth of 800 feet, 
in August of last year. 

While it will probably take some four years’ exploration and trial to prove 
the exact potential production of the new oil area and to get pipe lines and storage 
tanks and living communities erected in the northern wilderness, the spectacular 
fact to the outsider is that for the first time the wealth of the North can be unlocked 
by the use of the flying boat and the aeroplane. 

MacKenzie River oil area is 1500 miles from settlement. The Liard 
gold areas are 2000 miles by canoe, 800 as the crow flies from the outmost fringe 
of settlement. Owing to the lateness of the ice going out of northern rivers, fur 
trade steamers and canoes could hardly set out before June 1, and the return 
against stream and head winds, with delays for fur freights, usually require at 
least three months for the trip north and back. Now, with an oil supply in the 
North, with landing stations prepared at the fur posts, and abundant areas of 
sloughs and lakes for a sea-plane to spank down through fogs and rain, the trip 
can be made in and out of the North in six days. The North can now be explored 
and exploited as it has not been for a hundred years. 

A tryout of aeroplaning was made last summer on Peace River. I happened 
to be on one of the tryout spins. We did not fly as the crow flies. We circled over 
territory that could not be seen by canoe, motor, pack horse; and our speedometer 
registered 165 miles in an hour-and-a-half. We were comfortable as a rocking 
chair in front of a fireplace. 

The only danger is landing in a fog on hilly, rocky, mountainous ground; 
but for every mile the plane is up, if the engine goes dead, the plane can glide down 
a radius of eight miles, or has landing possibilities of sixty-four miles in an eight- 
mile square. While landing on a steep or rocky hillside would mean instant death 
from the somersetting of the engine head or tail down, landing on water would 
be as safe as train, or motor travel. Now in the Far North, with its heavy snow- 
fall and heavy summer rains, there is no area of sixty-four square miles where there 
is not a river, lake or slough; so the seaplane has been substituted for the aeroplane 
in the “air express’’ to the North. This summer two of the big oil companies are 
using seaplanes for their exploratory work. 

“It isn’t the fact that you folks made 165 miles in an hour and a half,” said 
a life-long Northerner to me as I stepped from a very easy, safe flight. ‘It is the 
fact that you could do in an hour and a half what would have taken from ten days 
to two weeks by a canoe following curves, that shows us how we are going to open 
the North.” 

And as compared with the old:and strenuous ways of dog-train, showshoes 
or canoe when rivers were open, the aeroplane is as free-flying as a bird. Daring 
picturesque, adventurous, the old way; but the new is not less so, and it has what 
the old had not—the romance of magical achievement. (655)—Agnes C. Laut 
in The Independent for June 11. 


[Repeat from beginning tf complete im less than ten minute 
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Making Your Shorthand Effective 


No. 5—Phrasing 


By Charles Lee Swem 


r HERE are tricks to all and 
phrasing is the chief trick of shorthand. 

- And it is not a trick which is so hard to 
learn as it is one which requires good learning. 
Quite as many writers are broken by phrasing 
is are made by it, the difference being in the 


trades, 


degree of thoroughness with which the sub- 
ject is learned. It is rather a subject to be 
acquired than learned, and, while it is often 
the makeweight of speed itself, you will do 
well to shun it rather than to learn it by half, 
for the conscious effort at phrasing too often 
seen among beginning writers is as much a 
deterrent of speed as correct phrase-writing 
should be an invaluable aid. 

The great advantage of phrasing is found 
not alone in the time saved by the mere join- 
ing of two or more words together, thereby 
obviating a pen lift which always consumes 
time, but more strikingly in the possibility 
offered for the contraction and abbreviation, 
and even the complete omission, of words 
which would have to be written 
fully. In other words, phrasing is not alto- 
gether the simple joining together of words; it 
is the grouping of words in the mind and trans- 
ferring them to paper as a single outline— 
some of the words contracted, some omitted 
entirely, but the ensemble producing a com- 
plete and accurate shorthand picture of what 
The shorter the phrase 


otherwise 


the group represents. 
and the more meaning it is capable of sug- 
gesting to the mind in transcribing, the 
greater the benefit derived from it. 

Phrasing did not by any means originate 
with shorthand writing. It is as old as 
language itself. 
constant repetition in speech of certain groups 
and combinations of familiar words. Since 
man learned to stand on his hind legs and 
grunt his wishes, he has been grouping and 
slurring words for ease or brevity of expres- 
Note the progress he has made. No- 
“Where are you 
going,” to-day. It is ‘‘Goo-bye” and ‘‘Where 
yuh-going.”” And ‘“S’matter”’ is neither an 
uncommon nor altogether inelegant colloquial 
form of ‘‘What is the matter.’’ That is what 
we might call advanced phrasing in English. 
The elementary form of it begins in childhood 
when we learn the little everyday words of 
the language, group them, and make them 
stock phrases later of our everyday life. 
Some sixty words, we are told, constitute 
fifty-three per cent of our daily vocabulary 

-words that we use over and over again, 
in groups probably that never vary once in 


It is made possible by the 
I ; 


sion. 


body savs ‘‘Good-bye”’ or 


a thousand times—natural phrases of speech 
uttered, for all the ear can distinguish, as 
single words familiar and definite 
meaning 

Phrasing is, therefore, first of all, properly 


with a 


a matter of theear. It is not the promiscuous 
tacking together of that are 
join, but rather the camera-like reproduction 
of sounds that come to the ear. This is the 
basis of all phrasing, for shorthand is the repro- 


words easy to 


duction of speech, and the more faithful you 
render the and in 
phrase, the more likely you will be to secure 
a perfect transcript not only, but the greater 
will be the speed at which you make the 
reproduction. In speech the words are joined 
or slurred, or even omitted, that can be natu- 
without 
sacrifice of clearness or accuracy of expression. 
You can follow no safer criterion in shorthand 
than the practice prevalent in the speech 
you are reporting 

In shorthand you are 
limited to some extent in your phrasing by the 


reproduction in sound 


rally joined or slurred or omitted 


writing, however, 


system. In some systems of 
spoken will be 


another system. In 


mechanics of 
shorthand, a 
that is not so in 
system you will find the mechanical restric- 
tions of phrasing reduced to a minimum; 
yet there will be spoken phrases that are not 
susceptible of facile reproduction in short- 
hand outlines. This may not be so much the 
fault of system The hand was 
ever a slower member than the mind or the 
voice, and it has to be humored. Therefore, 
a phrase must not only be natural to the ear, 
but it must be fluent to the hand, in order to 
accomplish the object you have in view— 


phrase facile 


your 


as of hand. 


speed. 

The writer who phrases well is usually the 
writer who knows words and has closely ob- 
served the frequent combinations that occur 
in his or her daily occupation or reading. 
It is the most natural thing in the world to 
phrase two words that go naturally together 
if you have heard them often enough. There- 
fore, if you would be an expert writer, make 
it a point to learn and learn their 
possibilities of combination and contraction. 
Your ability to write a shorthand phrase off- 
hand is as infallible a test as you could desire 
of whether or not that phrase is part of your 
speaking vocabulary. 

Learn to phrase fluently by observing 
natural combinations in what you write and 
by going over your notes and picking out 
combinations that would have phrased well, 


words, 
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then practicing them over and over again as 
you would a new word or wordsign. For a 
phrase well learned is the only phrase that 
will avail you anything in fast writing. Far 
from being a business of “building up”’ in 
actual work, phrasing should be as much a 
piece of writing mechanics as the commonest 
wordsign in the And that comes 
only by observation and prac tice. When the 
writer was very much younger he acquired 
a habit that turned out to be disconcerting 
to him later, but which 
at that time. 
time by 


system. 


was invaluable to 
On railroad trains he used 
to pass the fluent mind 


phrases for the advertising signs and slogans 


him 


devising 


that raced past the windows; and he pleads 
guilty, too, of indulging in the practice in 
where a long, sermon 
an interesting subject for his 


church, monotonous 
would become 
search after shorthand 
Now, it is a bit irritating for him to find that 


he has been following a speaker in shorthand 


forms and phrases 


phrases rather than in thought! 

My word of advice to the ambitious writer 
would be that he never let a piece of matter 
he has been practicing get away from him 
before he has carefully gone over it with es- 
pecial attention given to its phrasing possibili- 
I hasten to warn him, however, never 
a “‘take’’ with the idea in 
“or bust.”” The mere thought of 
writing is suicide to 


ties. 
to start 
phrasing it 
phrasing during actual 
You can no more manufacture 


mind of 


the purpose. 
phrases at high speed than you can contin- 
uously build new words. 

However, the bases of the phrasing prin- 
ciples ought to be made so much a matter of 
habit that in 
will apply automatically 
hesitation on the part of the student, after he 


ordinary circumstances they 
There should be no 
has been taught to phrase the two words 
“fon” and “‘the,”’ in phrasing them under any 
thing is so irresistibly 


he has done 


circumstances. The 
obvious and natural that 
that, I would expect him also to do the same 
thing with “‘in-the,’’ without being told. The 
habit of phrasing can be so thoroughly ac- 
quired that, even under the stress of speed, 
variations like that do and should become a 
who 


when 


matter of unconscious effort. To one 
really gets the habit, a common phrase like 
“‘at the earliest possible time’’ should, under 
the most trying circumstances, suggest with- 
out conscious effort its more unusual brother, 
“at the earliest possible hour.”’ 

A writer may reach the respectable 
of 150 words a minute without doing 
great amount of phrasing, but beyond that 
the saving of every pen lift and the benefit 
of every contraction counts in increasing ratio. 
At 200 words, the top speed required on 
solid matter in the international contests, 
phrasing may or may not be a determining 
factor, but at the higher speeds—240 words 


speed 


any 
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a minute on judge's charge and 280 on testi- 


mony—the vital importance of phrase-writing 


is never more clearly Testi- 


300 words a 


demonstrated. 

mony can be written at 280 and 

minute only bk ise it is matter peculiarly 

adapted to phrasing. It 
} 


speech made up of the commonest words and 


is extemporaneous 


expressions of the language, phrases and col 


loquialisms that are repeated ad nauseam by 
the attorney and the witness. The same holds 
true with the judge’s charge to the jury, for 
the instructions given by the judge to the 
jury are usually trite statements of law applic 


able to all simi cases and therefore boiled 


through constant usage to invariable 


reporter 


down 
phraseology. T he court owes his 


special ibility in the me hanics of shorthand 


to the development of the phrasing principk 
probably more tl to any other factor. 

The good stenographer, too, breaking into 
a new position, first of all learns the terms of 
that business, but she does more than that 
that is, if she is mbitious. She makes a 
study of the tern f the business, observine 





the combinations in which they occur, and 
devises in her spare moments facile phrases 


Irequently 


for them, especially for the more 


recurring combinations and groups. Thé 
result is that within a short time she has 
increased her speed from 25 to 50 words 
above that of the stenographer who is a 
stranger to the ictice of phrasing And a 
margin of 25 or 50 words is very frequentlh 
the difference between a stenogr iphe r and 
reporter, a clerk d secretary 

Phrasing is a habit. It is as easily acquired 
as the principles themselves. Rather than a 
violation of the principles, it is an extensior 
ofthem. For phrasing that is carried beyond 
the bases of dur system is apt to be more 
destructive tl eficial A phrase is as 


valuable, in facility 
and time gained in its execution, and, in the 


of accuracy with which 


the frst place, as the 


second, as t he de ree 
it can be read 
A good phrase can be measured by very 


simple standards. Apply them for yourself. 


Is it natural to the ear? Is it facile to the 
hand? Is it co sistent with the system in 
other words, can it be read)? And can it 


be made a matter of habit? If it meets these 
requirements it is worth adopting and giving 


a home in the brain of the ambitious writer 
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Washington, D. C., and 


rRNVHE Wash 


ciation 


Shorth ind Asso- 
the its 

Eighth Annual Shorthand Contest for 
the Gregg Medals sne 
variably marked by keen rivalry among the 
shorthand writers of Washington, D. C., as 
well as by s 


1: ; 
nis year 


ington (;sre¢¢ 


announces results ol 


These contests are 


yme excellent re¢ 


ords, and t result 

10 exceptior 

Mr Robert Pomeroy, of 
F eceral lrade 


awarded 


Commis- 
t he gold 

the 
tran- 


was 


} 


eda by winning § in 


150-word cl wit! a 


ss 
script 97.3% perfect 

The medal 
by Miss Bert! 1 M. Lonergan, 
whose transcript on the 130 
word- ; 


98.1¢ 


silver was Won 


i-minute ‘take was 
peri t 

In the 110-word cl 
Mr. Edward 
( iptured 
the bronze medal by 
making but fe 
in the five 
tation 
of 99.2° 


J. Koestler 
first place and 
tur errors 
minutes’ dic- 
an accuracy rec- 


Miss H 


' 
lose 


rd 


‘ 
Jac obson « ame a 
this 


one error;fr 


second in 
but 
more than Mr. Koestler 
Both Mr. 
ind Mr. Koestler 
been writing shorthand 


group, 


iaking 





Pomeroy 
have 


compar itive iy 
} 


len 
ienas 


but a 


short time, which 


es : . 
especial significance to 
Robert Pomeroy 
Winner 150-Test 
Washington, D.C 


their very creditable rec- 
The Washington 


Association ‘* 


rds. 


arries on.’ 


al 


- 


staged its third annual 


\ TISCONSIN 
shorthand and typewriting contest at 
the Whitewater State Normal School, 


ie results as follows 


and an- 


Mr. Merlis 
won frst 
Miss Gen- 
took 
ind 


Shawano, 


he senior typewriting class, 
High 


ice, writing 65 words a minute 


of Jefferson School, 


second 
Miss 
third, 


evieve Bresnehan, of Portage, 


nlace with 63 words a minute, 


Florence Zingsheim, of 
writing 62 words net. 

Junior typing honors went to Miss Lissis 
Wedige, of Platteville, who wrote 63 words a 
Miss Hazel 
with 55 words, 

Monroe, third, 


Portage, 
Miss 


writing 53 


minute net; James, of 


oming second und 


Gladys Schar, of 


words a minute net 


Shorthand honors were closely contested 
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Wisconsin Contest News 

for in the 100-word-a-minute event by Miss 
Siebert, of Oshkosh, and Miss Carol 
Jo Rayome, of West Bend, both turning in 
transcripts with the percentage of errors re- 
duced to less than one per cent. 

Miss Constance Mashock, of Princeton, won 
first place in the 80-word class, 
with Miss Seeley, of 
Platteville, coming second. The 
Platteville team won first place 
for all 

taking five points 

Edw.J.Koestler '"} type 

Winner 110-Test writing and three 

Washington, D.C. points in the 80- 
shorthand 


Elsie 


Eleanore 


their school in events, 


junior 


word 





test. 


Correcting 
Kansas 
Report 
“ROCCE an 

error the rec- 
ords of Miss 
Ruth Young and 
Miss Elsie 


Rawles, who 





came second and 
third respective- 
ly in the Ama- 
teur State Type- 
Contest 
Kansas 
were 

last 
words 


Photos by Harrie & I no 
writing 

held in 
rec ently, 


Miss Bertha Lonergan 
Winner 130-Test 
Washington, D. C. 

given in 


month's Gregg Writer as 67 and 65 


These 


minute 


should have read, 
made by Miss Young, 
minute by Miss Rawles. 
With our apologies go our hearty congratula- 


tions to both their 


a minute. records 
77 words a 
and 75 words a 


these young ladies upon 


achievement 
oOo 
If you approach the study of shorthand 
with and determination, the 


study becomes a pleasure; and it will always 
remain a pleasure when mastered 


enthusiasm 


. > > 
Take stock of yourself. 
like—and then stick. 


Get into a business 
you 


Self-examination should be the first law of 
human nature. 


If you would be well spoken of by your 


employer, learn to speak well of him 
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The Diamond Necklace—V II 


The first installment of this story 1 





as given in the June issue 


QO. G. A. Department 


Continued from page 374 


ways to go yet, before we can retire either 
on our honors or on our money, and we are 
more foolish than the foolish virgins if we 
don’t refill our lamps occasionally on the way. 

If the thousands of O. G. A. writers who 
let their Gregg Writer subscriptions lapse in 
August would not only renew immediately, 
but would seek every bit of additional as- 
sistance that they can get by way of improve- 
ment, my guess is that very shortly there 
would be thousands of successful and well-paid 
secretaries the business world is crying for, 
and that many less stenographic drudges 
clinging to precarious jobs. 


August O. G. A. Test 
(Good until September 25, 1921) 


One half of the residents of New York do not know how 
the other half lives. How many know that In hot weather 
thousands sleep habitually on fire escapes because their 
rooms are uninhabitable; that last summer, night after 
night, multitudes of persons thronged the streets ar 
fought in mobs for the mere privilege of having streams 
of water played upon them by members of the fire depart 
ment? Or the queer places in which people live. How 
many know that some of the great office buildings have 
under them apartments for fifty families, and that i: 
these families children are sometimes born blind becaus« 
their mothers for whole years never see daylight; or tha 
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on the roof of the same there are families of janitors whose 
six-year-old children have never stepped upon the ground? 
-David Steele 


3 
QO. G. A. Awards 


Gold Pin 


Mary Valim, High School, Oakland, Calif 

Geraldine Stannard, San Diego High School, San Diego, 
Calif. 

Hortense Brunells, High School, Lead, S. Dak. 

Johanna E. Spillner, Western High School, Baltimore, Md. 

Gertrude Bass, Western High School, Baltimore, Md 

Edith Goldbloom, Western High School, Baltimore, Md 

Silver Pin 
Ethe! Bernhardi, High Schoo!, Council! Bluffs, lowa 
enevieve La Velle, Pittsburgh Public Schools. Pitts! irgh 


Pa. 


WRITER FOR 


AUGUST 


VIII 


Dena Hoogerhyde, Union High School, Grand Rapids 
Mich 

Rose Sass, Hebrew Technical School for Girls, New York 
City 

Alice Bowman, Boise High School, Boise, Idaho 

Regina Bergen, Madison High School, Madison, Wis 

Ruby Smallwood, Western High School, Baltimore, Md 

Clara Abramson, Jefferson High School, Los Angeles 


Calif 
Bronze Pin 


Signe Sundstrom, Waukegan Township High School, 
Waukegan, Il 

Mabel Davidson, High School, Saginaw, Mich. 

Edith Slingerland, High School of Commerce, Portland 
Oregon 

Josephine Oren, High Schoo!, Stockton, Calif 

Rose Aline Jarry, St. Ann's Academy, Marlboro, Mass 

Carmen Garcia, Utica Free Academy, Utica, N. Y. 

Mildred M. Smith, Lambertsville High School, Lamberts 
ville, N. J. 

Harry Chapman, Wheat City Business College, 
Man., Can. 


Elizabeth Hartsock, St 


Brandon 


Mary's School. Massillon, Obhfe 
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(To be concluded next month) 


Bertha Stephens, Franklin High School, Seattle, Wash 

Anna McCanbrie, Punchard High School, Andover, Mass 

Rernice Cartwright, Joliet Township High School, Joliet 
i 

Agnes Snida, High School, Harbor Beach, Mich 

Mabel Knight, High School, South Portland, Me 

Lillian Russell, High School, Wichita, Kans 

Rita Wollenberg, Young Women's Hebrew Associaci 
New York City 

Sara Katzman, Young Women’s Hebrew 
York City 

Perces Karagozian, High School of Commerce, 
Oregon 

Marion Arbeleche, Union High School, Watsonville. Calif 

Lula R. Oberender, St. Gertrude’s Commercial Sch« 
Gardenville, Md. 

Margaret Garvey, Oakland Hig! 

Millie Rispoli, High School, Harr 

Hulda Anderson, Lincoln Juni 
Minn. 

Ila Cronk, 
Minn 

Ruth M. Bat 


Association, New 


Portland 


| klar 
1, Oakla 


Pipest 
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E. McCune, Lyman Hal! High Schoo 
Leona Baehl, Assumpti High School 
Agnes Steinmetz, Tiffin Business Un 
Marjorie Rathbone, Duval High Sct 


Honorable Mention 


Etha Burnham, The Northern Normal & Industr 
Aberdeen, S. Dak.* 
Anne Carleton, Oakland 
Mary Valim, High & Oakland, Calif 
Robert A. Pace, Walnut Ridge, Ark 
Laura Crandell, Thief River Falls 
Leola Mary Handley, High & 
Evelyn Gertrude H High Sch 
Fae Lee, High & att 
Catherine M. Ci 
Paul, Minr 


Calif 


Minn 


Superior Merit 


Bennie Cohen, Montreal, Que., Can. 

Marie E. Palmisano, High School, Mattoon, III. 

John W. Phillips, Johannesburg, South Africa 

100% Clubs 

Virginia Commercial & Shorthand College, Lynchburg, Va 
(10) 

Sister Denis, St. Mary's School, Morris, Minn. (10) 

Lilian F. Rivera, Union High School, Fullerton, Calif 16 

Grace Heare, High School, Nampa, idaho (10) 

Frederick J. Rice, Chico Businees College, Chico, Calif. (18 

Ida L. Samuels, High School, Lowell, Mass. (29 

Effie B. Smither, Western High School, Baltimore, Md 

Milda Sievert, High School, Kasson, Minn. (10 

E. Temple Spaulding, High School, Yakima, Wash 

Daisy V. sn Ile ge f Business, Port 
mouth, Ohio (15 

Lillian M. Kieke, High School, Albuquerque, N. Mex 

Gladys E. Morrell, High School, Greenfield, Mass 

R. M. Dodt, High School, Bedford, Ind. (10 

Lora Goodwin, Bracke High School, San Antoni 
Tex. (36 

Christine G. Snapp 
ton, Calif. 15 

Mertie Davis, Polytechni 
Calif. (12) 

Mrs. Florence Wolfe 
Paul, Minn. (10) 
Isabelle L. Alsup, Higt 
Cordelia Wildi, High School, Highland 
Violet Baldwin, High School, Sunbury, Pa. 
Sister M. Andrew, St. Anthony's School 

(10) 
Adalin A, Macauley 


Lowry, Port uth Ce 


nridge 
1 Union High School, Comrt 


High School, Long Beact 


Twin City Business College, St 
Chattanooga, Tenn. 24 
Ill, (13) 
(22) 


School, 


Oakland, Calif 


High School, Menomonie, Wis. (14 
St. Francis de Sales School, St. Paul, Minn. (20) 
High School, Williston, N. Dak. (13 
E. E. Magoon, The Business Institute, Pontiac, Mich. (23 
Miss DeVelbiss, High School, Stockton, Calif. (16) 
Sister M. Albert of Jesus, St. Ann's Academy, Marlbor 
Mass. (11) 
rs. J. H. Snyder, Wheat City Business College 
Man., Can. (11) 
ary E Aar Hebrew Technical Sct 
York City (23) 
lelia Van Antwery 
Ii. (il 
*lle R. Greer 
Clara Grahe 
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Vieasuring Up for Success 


RITING in the Philadelphia Record 

Educational Guide, Mr. Freeman P. 

Taylor gives some helpful pointers 
is to the 
for a position is gauged. 

“Punctuality,’”” Mr. Taylor rates first, 
“not is greater than some that 
follow, but from the fact that no one can 
hold a worth without it. 
The boy or girl who values punctuality in 
ts true relation to success has at once made 


standard by which an applicant 


because it 


position holding 


1 strong bid for success in life. 

“Honesty is considered next, for not only 
must the worker be honest, but that honesty 
should permeate his being from the 
moment that punctuality brings him to his 
work. What business giant among us that 
loes not 
the employee that is true in thought, word 


very 


appreciate—and most highly— 
ind deed? 

“Fidelity is that loyalty that enables one 
that 


respect 


to keep important business secrets; 
duty that 


fellow-workers and demands 


faithfulness to inspires 
yn the part of 
recognition from superiors. 

important 


most part 


‘good morn- 


“Courtesy plays a 


in success building. The cheerful 


the pleasant smile, the polite "phone 


manner, are most distinctive and valuable 
assets. 

‘“‘Accuracy must not be forgotten, as the 
following quotation will show: ‘A thing done 
forever It is economical to 
More time to-day, 


system 


right is done 
do it right. 


trouble 


perhaps, but 
to-morrow. demands 
under you—of everyone over 


Ac¢ uracy! Be 


less 
it olf everyone 
you—of accurate— 
lo it right.’ 

‘Progressiveness urging the ambi- 
tious on and on to higher attainments. It 
enables the individual with high hopes and 


you. 


keeps 


aspirations to successfully and satisfactorily 
hold down a good position with one hand while 
reaching out with the other for a better one.”’ 
And Mr. Taylor is in a position to know 
what business demands of the employee, 
for he has been training stenographers and 
office workers at his school in Philadelphia 
for many years. 
PUNCTUALITY, HONESTY, FIDEL- 
ITY, COURTESY, ACCI RACY, PRO.- 
GRESSIVENESS. A good yard-stick for 
the whole business career, and we are meas- 
ured by it not only as applicants at the door 
of business, but all along our way to the goal 


of SUCCESS 


oO° 


Congratulations! 


N THE seventeenth of June, Mr. 
Walter F. Nenneman, Secretary-Treas- 
urer of the Gregg Publishing Company, 

celebrated the twentieth anniversary of his 

Beginning at the bot- 


oining the company. 


tom of the then newly-formed organization, 


actually its first employee, Mr. Nenneman 
steadily rose to be clerk, manager, and finally 
a high official of the company. 

The day was made the occasion of a con- 
spiracy at the Chicago office, the conspiracy 
assuming the form of a floral tribute and a set 

of books, much to 
the confusion of their 
recipient, who blush- 
ed his thanks over a 
desk of roses \ 
handsome _ watch 
suitably inscribed 
ind sent him by 
Mr. Gregg, the Presi- 
dent of the 


helped him keep 


company, 


his bearings during 


the day. An 


volume was 


auto- 
graphed 
presented on behalf of 
the New York office 
together, U 


tog necle 
and the 


] 
Sam tele- 
graph companies had 


iverv busv dav of it 
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Common Phrases 


as been going 


it has been going give us details 


going to be 
d reat many of then 


has it been 


has there beer 


iow long have you beer 


when that 


was that 
shows that 
represent that 
seem that 
does that 
is that 
exemplary damaces which that 
ash market value much that 
or example how that 
because that 


w that reason 


oo! to determine through that 
accept that 


length of time 


any length of tame 


street to street 
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(he Shorthand Reporter> 


A Department of Assistance for Stenographers and Prefessional Sherthand Reperters 
Conducted by Frederick H. Gurtler, 69 W. Washington St., Chicage, III. 


The editor wants to make this a department of geavine help. If you have learned of a 
better eee | of performing your work, pass it on through the = 
t 


partment. If you eaceun- 


it problems, submit them to the editor and gain the assistance of the wide eircle 
of professional shorthand writers throughout the. world 


To Give means to Receive. 





Endurance 


HERE are so many factors in reporting 

that it is dificult sometimes to know 

which of the many to touch upon. 
Questions come to me from the readers of 
this Department on a wide range of subjects 
which in themselves give an indication of a 
particular contact some individual has had 
with reporting problems. 

Recently I was impressed with a phase of 
reporting which is often asked about. The 
question is, ‘Don’t you get tired when you 
have to write for so long at a time?”’ Well, 
there is no doubt about that, but the point 
is that even in the strain of long hours of 
intense work there is some special advantage 
to the reporter, particularly the one who is 
just beginning the practice of reporting. It 
is well enough for teachers’ to emphasize 


the need of economy of shorthand material 
in writing, and it is easy enough for students 
to disregard this very proper instruction, but 


when the “‘cub reporter’’ gets on a case where 
he has to write at a good rate for several 
hours at one sitting without intermission or 
interruption, he will then see the value of 
the instruction. 


AN EVENING’S WORK 


After a hard day’s work a short while ago, 
at an evening session, without interruption, 
I wrote in shorthand what amounted to 134 
pages of transcript. You can realize how 
fine it would have been if there had been the 
opportunity during that session to rest for 
even a minute, or if the discussion had lagged 
so that I might have written leisurely for a 
short time; but this was not the case. This 
experience is not an uncommon one, and when 
[ think that some students who are preparing 
for court reporting become exhausted after 
ten consecutive minutes of writing, it seems 
important to mention in this Department that 
a ten-minute stretch is scarcely a start. An 
important phase of this situation is that there 
should be such economy in the use of short- 
hand material that every stroke will be an 
effective stroke. A little studied effort will 
awaken the writer to the possibilities of saving 
some time in passing from one outline to 
another, in passing from one line to another, 


and some effort saved by writing only those 
strokes which are necessary in order to execute 
the outlines for the words and phrases cor- 
rectly and completely. If this lesson is not 
appreciatec by the student in the schoolroom 
or the stenographer after he has left the 
schoolroom, in his effort to increase his speed 
he will labor under difficulty all the while. 


CONTINUED “‘RUSH”’ 


This is an illustration of the endurance 
required in reporting one particular session. 
But it is necessary to successful work to be 
able over a period of days or weeks to do a 
large volume of shorthand writing and tran- 
scribing and still be able to record properly 
the proceedings from day today. The young 
reporter is eager to get some reporting to «lo, 
and his problems in that regard are not few. 
As he gets older and more experienced, the 
problem is often how he is going to endure 
the strain of what he has planned todo, or, 
perhaps more properly, to endure the strain 
of the work his clients expect him to do. 
Where a person is working professionally for 
a number of different individuals, each indi- 
vidual client has the feeling that the reporter 
ought to do his work first, and deliver his 
work immediately. This multiple of demand 
directed toward a single individual requires 
an endurance on the part of the reporter to 
which it is not always easy to measure up. 
There are those standing on the side who can 
give splendid advice, but in the practical 
working out of the problem the work that is 
done successfully is done at a great expense 
of energy in a very limited time. 

Many people think a reporter has very 
short hours and nothing to do but to take in 
the money. Of course, I know to those who 
are really in the reporting business it is laugh- 
able to think that any one should have such 
an opinion, but, since the opinion exists, per- 
haps a little information as to how a reporter's 
work comes to him may be helpful. 


THAT “INSTANT” TRANSCRIPT 


For instance, a reporter may take the 
testimony at the trial of a case lasting a 
number of days, and, when the trial is finished, 
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the losing party is given, say, 30 days to file 
his appeal bond and 60 days for his bill of 
exceptions. If he fails to file the bond or to 
file his bill of exceptions within the required 
time, he loses his right of appeal. The real 
decision to appeal sometimes is not made 
until just a few days before the expiration 
date, and then the attorney rushes to the 
reporter's office and wants his record pre- 
pared by a certain date in order to save the 
rights of his client. Well, severa 
other attorneys with equally urgent needs are 


maybe 


pressing the reporter for transcripts, and it 
make delivery of all work 
endurance is required 
THE LONG-TERM SESSION 
Then there is the endurance required for a 
term in court, or a full session of reporting, 
say ten months in the year. Working under 
pressure and with intensity for a long period 
is a great strain on the reporter's constitution 
and some means of exercise, recreation, varia- 


tion, and diversion is required in order suc- 


order to great 


cessfully to meet the exigencies confronting 
the reporter. This element of endurance 
comes up in such a variety of ways that it is 
dificult to touch upon them. It seems the 
lesson which can be learned from a realization 
of this phase of reporting is that one’s training 
should be based on the idea of not merely 
being able to write shorthand rapidly, but of 
being able to write it with great efficiency 
and thus meet the emergencies caused by 
long periods of strain involving the physical 
and mental ability to endure until the task 
is finished. If this truth is brought home by 
readers of this Department they will accept 
more understandingly the 
teachers with reference to economies in time 
and energy that are possible through a full 
and correct use of the system 


EFFECTING ECONOMY OF EFFORT 

By a full use of the system I do not mean 
the writing of unnecessary shorthand material, 
but rather that the rules for writing shall be 
complied with so that only correct outlines 
will be written. If you will stop to think 
how often the various principles of the system 
are applied on each page of writing, you will 
see at once the importance of making every 
stroke an effective stroke. It is the ineffective 
strokes, combined with hesitation and uncer- 
tainty, which make a slow 
The skilled writer makes every stroke effect- 


suggestions of 


person a writer 


ive. By writing only effective strokes one 


not have such great endurance to do 
large volume of difficult work. If it requires 
more than 100,000 strokes a day to recor 


need 


the proceedings properly, you can see how 
much more tired you will be if by carelessness 
lack of knowledge, or otherwise, you fall 20 
per cent below the standard which may withit 
means the 


reason be attained It writing of 


WRITER 


FOR AUGUST] 


20,000 more strokes than is necessary to dé 
the same work. This 
and useless burden in writing and may spell 
the difference between and failure 

Of course this same argument applies to 
work and is worthy of con- 
that regard, although the 
weaknesses i! 


represents an added 


success 


office shorthand 
sideration even in 
higher the speed the more the 
writing are accentuated 

-~ 


- 


Key to General Business 
lerms—I] 


(For shorthand plate see page 363 


For the benefit of those who are study 
ing without the aid of a teacher, we 
print each month the key to one plate 


analy) 


talar 
borrower 


n, Crop, current 

D. Demons 
tive, destinati 
document 

E. Econom: 
ployee, escrow 

F. Factory, 

G. Grante 

I. Ilustrati 
vency, install: 
I Ledger 
limitation, liquid 
M. Maiing 
marking, me 
understanding 
multiplicatior 

N. Name 
acceptance, 
tion, numer 

©. Obligat 
organizati 
drawn, overstox 

P. Package 
partnership. | 
nent, perpetual! 
stock, preliminary 
prietor, protest 

2. Qualif 
ion, quotati 

R Railr 
recognitior 
refund, registr 
representati 


revenue 
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| Short Stories in Shorthand 








Enough! 














Still There 


Caution Personified! 


Too Early to Decid: 


How'd He Know ? 


A New Kind 
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Directory of Schools in 
Metropolitan Centers 


The movement of the population toward the large cities includes 
many students and writers of Gregg Shorthand who are ambitious 
to continue their study and to perfect themselves as stenographers. 
The schools listed below offer courses admirably designed to meet 
the needs of such students. For convenience the schools are ar 
ranged alphabetically by cities. 















































BALTIMORE BUSINESS COLLEGE WISCONSIN COMMERCIAL ACADEMY 
E. H. Norman, President, Seventh St. and Grand Ave., 
Baltimore and Light Streets, Milwaukee, Wis. 


Baltimore, Md 
DRAKE BUSINESS SCHOOLS 
BRYANT & STRATTON SCHOOL 154 Nassau St., New York City 
334 Boylston Street, Boston, Mass. 1226 Bedford Ave., Brooklyn, N. Y. 
Corner Arlington Street) 
MERCHANTS’ & BANKERS’ BUSINESS 
BURDETT COLLEGE, OF BUSINESS AND SECRETARIAL SCHOOL 


ADMINISTRATION, ACCOUNTINGAND Madison Ave. at 58th St., 
BUSINESS New York, N. Y 
18 Boylston St., cor. Washington St., 
oston, Mass TAYLOR SCHOOL 
Freeman P. Taylor, Ph. B., President, 
LAMB’S BUSINESS TRAINING SCHOOI 1002 Market Street, 
327 Ninth Street, Philadelphia, Pa. 


Brooklyn, N. Y. 
RASMUSSEN PRACTICAL BUSINESS 
BRYANT & STRATTON COLLEGE SCHOO! 
95 West Genesee Street, 
Buffalo, N. Y 


133 East 5th St., 
St. Paul, Minn. 


GREGG SCHOOL MUNSON SCHOOL FOR PRIVATE SEC- 
6 North Michigan Ave., RETARIES 


Chicago, Il. 
600 Sutter Street, 


rHE DYKE SCHOOL OF BUSINESS san Franctece, Call 


Ninth-Prospect-Huron, 


WILSON’S MODERN BUSINESS COL- 
LEGE 
DETROIT COMMERCIAL COLLEGE Wilson Building, 

R. J. Maclean, President, Seattle, U.S. A 

1248 Griswold St., Detroit, Mich. 


(leveland, Ohio 


THE WASHINGTON SCHOOL FOR SEC- 


PHILLIPS COMMERCIAL SCHOOL RETARIES 
Miss T. Bigelow Phillips, Principal, Fourteen Nineteen F Street, Northwest, 
Green at Victoria, Honolulu, Hawaii Washington, D. C. 
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Why I Use the Gregg Writer and How I Do It 
By E. R. Phillips 


(Third to be pu hed of the prize-winning papers from the “ Why and How" Contest. Other 


e. 


7 E ARE the pioneers of this wonder- 
fulsystemin New Jersey, and this 
magazine is its exponent.’’ Thus 
spake Mr. Hobart Webster, proprietor of 
the Union Business College at Elizabeth, 
N. J., as he extended to me a little blue- 
covered book—my introduction to the Gregg 
Writer. I took it home, looked it over, and 
finally read every word in it. It was filled 
with helpful suggestions and encouraging 
reflections, and just bubbling over with 
enthusiasm. 

That was “nigh twenty years ago,’’ but 
since then—save for a brief period when other 
interests left no time for shorthand—the 
Gregg Writer and I have been fast friends. 
It has travelled with me and filled up the 
leisure moments at my desk; it has told me 
of the progress and expansion of the system 
and the rise of new stars above the steno- 
graphic horizon, whose after-success I have 
followed with keen interest. I have pored 
over its plates and joined in its contests, 
chuckling delightedly when the latter added 
a new book to my shorthand library. It 
has whispered encouragement when weari- 
ness made irksome the endless ‘‘Take this’’; 
and its maxims and puns have been quoted 
to the ennui of my hearers. I have a large 
circle of acquaintances, too, among the 
writers and teachers of Gregg Shorthand, 
although they ‘“‘have never heard of me.” 

And why and wherefore this long friend- 
ship? Why have I given it my esteem and 
recommended it to others? Primarily, be- 
cause it is a complete embodiment of the 
principle of finding joy in one’s work, a con- 
tinual reminder that any work—particularly 
that of the shorthand writer—may be lifted 
beyond the realm of mere drudgery into a 
pursuit in which pride vies with pleasure 
in having the result of each day's work the 
fruit of one’s best efforts. It is also an in- 
centive for interest in the extended study 
and application of shorthand, and while 
aiding in acquiring stenographic ability, 
an inspiration toward the enrichment of 
personal character. No one can read the 
Gregg Writer without an awakening interest, 
not only in the concrete side of the subject, 
but also in its ethical side as an aid to higher 
and better possibilities and to a wider range 
of vision. It has somehow learned the knack 
of arousing a desire for betterment, a yearning 
for that fair ideal which it so ardently por- 
trays. The your-success-is-mine spirit which 
pervades each page can not fail to stimulate, 
while the assurance of personal assistance is a 
bright beacon in moments of discouragement. 


will appear soon.) 


What Swem or Shaffer or Schneider has 
done, I also may do, and the right hand of 
every member of the Writer's staff is extended 
to help me do it; therefore, I can not fail. 

Students may fall off long before reaching 
the desired goal, but they are better men and 
women, as well as stenographers, for the 
thought and the effort, and enter upon their 
business careers with a higher viewpoint 
because of the good fellowship between the 
presenters of the system and themselves, 
and the teachers and themselves, which the 
spirit of the magazine has engendered. 

We all seek a personal interview with those 
upon whom we are desirous of making a good 
impression; so with the Gregg Writer. It asks 
an introduction, a statement which is a 
synopsis of its aims and purposes, a clear 
explanation of the helpful material it con- 
tains, with suggestions as to the method of 
using it. This, with the circulation of a few 
copies for examination, never fails to elicit 
interest, and once admitted to a friendly 
footing, the Writer speaks for itself. That 
bit of biography is doubly interesting for 
being in shorthand, and when tired of ‘“‘pound- 
ing’’ on wordsigns, that snappy story rests 
the weary brain. When the fingers of the 
office worker are tapped out, and for once 
the boss has forgotten to leave more copy 
to be done in his absence, what a delight to 
pick up the Gregg Writer and write a ‘“‘key”’ 
out in shorthand, eagerly comparing it with 
the plate to see how near right it is, making 
a column of the corrected outlines and noting 
how many times it is possible to write them 
in One minute; then to measure out a sheet 
of paper just the size of the plate and copy 
the plate on ii so as to look like its twin 
brother; and all this,outside of reading and 
rereading the plates until they are almost 
known by heart. 

Finally, when the dictator drops a stickler 
and the best outline producible does not look 
right, or, after so much practice, ‘‘speed”’ 
seems as illusive as the sunbeam we chased 
on the surface of the brook “‘when you and 
I were young,”’ then comes the consolatory 
thought: “I'll write to the Gregg Writer 
about it.”” The reply comes back, there is 
the answer to our query, but there is also 
—blessed be he who first taught its use— 
that word of encouragement, that warm 
handclasp, as it were, of good fellowship, 
and if the answer is not just as long or as 
elucid as we had supposed it was going to 
be, hope is renewed and we are much better 
satisfied to put in some more of the real 
winning material—hard work. 
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Brings This Latest Model 
410 REMINGTON or 


=——— L.C. SMITH 





TYPEWRITER 


Never in the history of the type- 
writer business was it possible to offer 
these well-known and popular machines at such low 
prices and liberal terms. This is the greatest type- 
writer value ever offered. These world famous type- 
writers are the latest models, are in perfect condition 
and look just like new. They have been thoroughly 
rebuilt by the famous Young's Process, not merely 
overhauled There is a difference Every machine 
carries our binding guarantee; you risk nothing 


TEN DAYS FREE TRIAL 


This will prove to vou that our machines 
will give excellent service when in acturl 
use. You must be satisfied beyond a question of doubt 
that they are the best typewriters ever offered at or 
anywhere near the price You will be the judge all 
by yourself in your office or in your home, and in your 
own way You will not be bothered by salesmen, 
solicitors or otherwise; the typewriter must sell itself 
to you. This is a fair and square proposition to get a 
typewriter at a big saving. You are to try it for ten 
days and if you are not convinced that you have the 
finest machine you ever heard of at the low price or any 
—_ you can return it and your money will be re- 
unded. There is no chance for an argument; no chance 
for disappointment when you deal with us. Any of 
our thousands of patrons will tell you we are on the 
square and that our motto, “Every Customer must be 
Satisfied,” is fulfilled to the very letter. 


EASY TERMS OF PAYMENT 


No red tape—orders filled promptly. Our terms will 
suit. You pay no interest; no extras of any kind. 
There is nothing about our proposition anyw here that 
you cannot clearly and completely understand. Bar- 
gains in typewriters like this are few and far between 
so do not let it gett away. SEND TO-DAY FOR FULL 
PARTICULARS. 


YOUNG TYPEWRITER CO. 
Department 18 Chicago, Ill. 
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Your Short Cut 
To Happiness 


ABig Thought 
For YouFrom 
This Great 


Mariner 


Columbus spent ten weeks 
crossing the Atlantic. Later, 
other sailing vessels made 
the same trip in less than 
three weeks Columbus 








Frederick H — charted the course 
sner in In- 
feruational contests for | _ Others took his guidance 
the Famous Miner and profited thereby. And 
Medal; « shorthand even though they had never 
reporter with a na- been over the course before 
tional reputation ° 
they sailed it with confidence, 
You, too, are on a voyage- the greattri ) toward your 
Ideal, your Success. But unlike Cabeaen. you can 
lay your course from those who have gone before you 
Every step is known. No captain to-day would set 
sail without full guidance on his voyage 
But how about you, yourself? In working toward 
your goal, do you choose the long, uncertain path or will 
you take help from guidance—my guidance, which has 
aided hundreds of Gregg Writers to Success? 


GURTLER’S 


Shorthand Efficiency Course 


tis hundreds 











claime no more than it actually will do 
of students will testify 

Let me show you how to cut off many years of hard, 
help keep you de- 
along 


unnecessary ‘experience’ let me 
velopimeg, progressing, aking good headway, 
a known, proven route toward your goal 


Write For Free Book 


“Success” To-day 


In this book I print for the first time the analysis 
of “Fundamental Qualities Which Aid in Advance- 
ment.” It will help you appraise your own com- 
mercial and professional value Also I tell of my 
great pasbauadunte course for Gregg Writers that has 
helped so many to earlier success. Use the coupon 
new 


FREDERICK H.GURTLER 


1632 Title & Trust Bidg. CHICAGO 


— ee ee ee = COUPON — 


Frederick H. Gurtler, 
1632 Title & Trust Bidg., Chicago, Ill. 


Kindly send me at once free of all obligation, a copy 
of your new book “Success"’ for stenographers — 4 
have passed the beginners stage 

Name 

Street... 


a — , ‘as State 


Lae aes oe ee oe ee oe ee a 


Gregg Writer when answering advertisements. 
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Are You an Expert Shorthand Writer? 


Speed and accuracy in writing come from two things—a thorough knowledge 
of shorthand theory and manual dexterity. You must have both to be more 
than an ordinary writer. If you have a good knowledge of the system but 
write slowly and laboriously you need training that will speed up your hand 
and give you perfect control of it. A course in 





will make you a rapid, accurate writer of Gregg Shorthand because it will give you hard 
speed and hand control. 1é will enable you to write without wasted effort. It will give 
uniformity to your outlines and make them perfectly legible instead of only barely de- 
cipherable. It will make you an expert and double your earning power. 


Let us train you to write well by the world-famous PALMER METHOD PLAN OF 
CORRESPONDENCE INSTRUCTION. We have trained thousands. Failure is 
impossible. Send for full particulars of the course to 


THE A. N. PALMER COMPANY 


30 C Irving Place New York City 
SELF-TEACHING MANUAL, POSTPAID 2c. 

















THERE IS NO 


SPEED LIMIT 


taking Gregg notes 
with the F lead of 


-t 


Used by Uncle Sam 


in the U. 8S. Government offices, because 
he demands the absolute best. 

Just a little stroke, and letter or figure is 
eradicated cleanly by the 


RUSH ERASER 


For quick, delicate, invisible erasures you 
can’t depend on rubber, acid, blades. For 
erasing ink and typewriting the Rush 
way is the cleanest, quickest, most satis- 
factory method. 

Three finishes—Solid Gold, 14K. Gold 
Plated, Sterling Silver. Send dealer’s 
name and 


for 14K. Gold 
50 Cents Piated Sample 
Write to-day for Big Quick Money Plan for Agents 


RUSH ERASER COMPANY 
G Street Syracuse, N. Y. 


BBekbO 


SEND FOR SAMPLE 
NO. 157-J 


Joseph Dixon Crucible Co. 
Pencil Department 
JERSEY CITY, NEW JERSEY 



















! 





Please mention the Gregg Writer when answering advertisements. 
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GREGG 


THE 


Carbon Paper 
That Gives Satisfaction 


Chattanooga College of Law. Two and 
three years’ courses. Degree LL.B. Pre- 
pares for Practice in all courts. An institu 


tion of recognized standing. Classes so arranged 
that Students May Earn Living 


Strong faculty. School opens September 15, 1920 
Write for illustrated catalogue 


yy ng oem. - OF LAW 
W.A 























AccOUNTANT 


examinations or woo opens Ta 








"2 of 

William: B “Gastonkots 

and Instructor, Set rs Thinoia " acpisted mi 

of C. P. A‘a, including member 

Accountanta, Jeon S pipe fee—easy . ty 25 for 
and fre book of Accountanc: 


Salle Extension University.” Dest. 946-H penn 
“The Largest Business Training Institutson in the Wortd”” 





Bound Volume XXII $2.00 
Ready this month. 


COLUMBUS, OHIO. 
A monthly magazine for Students and Teachers of Commercial Subjects 
Articles, copies, instructions, Lessons in Business Writing, Ornamental 
Penmanship, Lettering, and Engrossing, in every number. Helpful to 
studenta—indispensable to Commercial Teachers and Penmanship Super- 


visors. Professionai Edition, $1.50 a year. Students’ Edition $1.00 a 
year. A copy for a dime, if you mention The Gregg Writer. 


Zaner & Bloser Co., Publishers olumbus, Ohio 


Book uk Saad Free 














py. 
ies thet a await the law 
e,! Pe seecrenn tome earn from masters of the 
right in your own No obligations. The boos ls free. 
Write EERE seo 


9656 Mesettes Saag. te SOMEEL SS, Ueate 














Thousands Government Jobs 


Men—Women, over 17, Wanted 
.... Railway Mail Clerk $1600 to $2300 __ Customs Positions $1200 to $1500 
.Pestethce Clerk $1400te $1300 , Revenue $1200 to $1800 
Postofiice Carrier $1400 to $1800 $1340 te $2000 
Rural Mail Carrier $ 900 to $2160 _ Get wae Wachingatizes to $1800 


Name. 


Address. ; 

Sign your name and address and send us this coupon 
immediately. We will immediately send you (1) a 
full description of the position checked, (2) a list of 
many U.S. Gov't Jobs now open and directions tell- 
ing how to get free coaching for the position checked. 


FRANKLIN INSTITUTE, Dept. B158, ROCHESTER, N . Y 


WRITER 


Please mention the Gregg Writer when answering advertisements. 
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HE PENCIL QUILL, as 

its name indicates, writes 
like an ink pencil, making a 
uniform light line which is so 
essential in writing good 
Gregg Shorthand. 

The pen nib is so con- 
structed that the body of 
the pen springs, relieves 
the nibs, and prevents 
spreading as is the case 
with the ordinary foun- 
tain pen, and compen- 
sating for the varying 
pressure of the hand 
in writing, makes a 
line beautiful in its 
regularity of width 
and weight. 


[| 


C 
The Pencil 
Quill was in- 
vented by a 
stenographer 
fora stenograph- 
er. It writesata 

touch so easily as 
not totire the hand 
in long sustained 
use. It is so con- 
Structed that it 
makes an even, un- 
broken line that is a 
source of never-failing 


CL] 


joy tothe writer of 
Gregg. 
“The medium pen 
which I ordered a short 


time ago is very satis- 
factory; in fact it is by 
far the best fountain pen 
that I have ever found. 
W. H. PORTERFIELD, 
Norfolk &Western Ry. Co.” 

The Pencil Quill is made in fine, 
ium and coarse points. Self-filling 
with screw cap, $2.50. 

Try this Pencil Quill for two weeks. 
If you are not satisfied with it, return 
to us and your money will be refunded. 


Byers & Hayes Company 


Incorporated 
68 Barclay Street 
NEW YORK 


med 
pt n 
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Inqu.ce about free 
subscription to 
Stenographer’s 
Club Magazine. 





How do you read a newspaper? 





Off at one side? Ridiculous 
isn’t it? Everyone naturally adjusts mat- 
ter to be read to their vision— 


Everyone Except Stenographers 
and they depend on their reading and transcribing for an in- 
come. No wonder they become tired, worn looking and so- 
called inefficient. Authorities say that reading from notes off 
at one side and flat on the desk top wastes as high as 60% of 
a stenographer’s energy, instead of the usual 8% required for 
natural reading. The problem is to transfer this wear and waste 
from the operator to a mechanical appliance. The answer is 
single focus reading in place of double focus reading. 


Ask about this single focus } 
Line-a-Time Method of t .- 














a ee 


3) 


simplified ye ark ~ 
and how it may be tried = ™\. — 
J oa 
and tested out free _ ‘~. ge 
of cost. “4 as 





LINE-A-TIME MFG. COMPANY 
ROCHESTER, NEW YORK 











Sharp, Clear-Cut, Readable, Uni- 


are made by “Dependable” pen users 
form Notes with great ease of execution and Speed. 


The 14-K solid gold points are the best that can be made at any price. The Dependable 
Fountain Pen is self-filling, compact, has concave grip that makes writing clean and easy, and 
air-tight screw cap. Price $2.75 for No. 2; No. 3 (most popular for shorthand) $3.25; clips 
10¢c and 25c additional. 

Mr. ‘Post is not only a specialist in pens for shorthand, but the first winner of the gold 
medal awarded by the Chicago Gregg Shorthand Association. ‘I have written Gregg Shorthand 
with a fountain pen for fifteen years, and have selected my own Dependables and hundreds for 
others with uniform satisfaction. Your longhand and shorthand notes will enable me to select a 
pen that will best serve YOU, and I guarantee to please you.” 


H. F. POST :: 911 “A” Foster Bldg. :: DENVER, COLO. 








Please mention the Gregg Writer when answering advertisements. 
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Improved Business Methods 
and Equipment 


will be shown and explained by thor- 
oughly trained specialists of leading 
American manufacturers at the 17th 
Annual NATIONAL BUSINESS 
SHOW at Grand Central Palace, 
New York, the week of October 
25th, 1920. 


More manufacturers will be repre- 
sented and more new things will be 
exhibited at this Business Show than 
at any similar Exposition ever held. 


Business executives and office work- 
ers will find it decidedly worth while 
to spend a few hours at this Show in- 
vestigating the best available time- 
and labor-saving methods and de- 
vices. 

The exhibiting manufacturers are co- 
operating to render exceptionally 
valuable service to American busi- 
ness concerns. Visitors to the Show 
will not be importuned to buy. 


Tickets of admission will be sent 
without charge or obligation of any 
kind upon receipt of executives’ names, 
and addressed, stamped envelope. 


ANNUAL BUSINESS SHOW Cu. 


50 CHURCH STREET :: NEW YORK 








Please mention the Gregg Writer when answering advertisements. 
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I Have Saved 


Thousands 


l have satisfied over M 
200,000buyersand | | 

will guarantee | ‘° 
satisfaction to 
you. Write || pa 
for this big || 












OU want a standard typewriter. You want the 

best—the one that will give you the most service 

the most speed and satisfaction for the dollars invested. 
That means the Underwood. 


There are more Underwoods used to- 
day than any other make of machine 





| 
The U. S. Government bought over 100,000 Underwoods during the war. | | 
It is still buying them—for permanent use. Underwoods are admitted to ( 
be the best. Ask any stenographer—they all prefer the Underwood. \ 


All speed records have been broken on Underwoods | 


No other machine ever made such records. Speed is important to you. It | 


means money for your time. You can make twice our low price on Un- + 
derwoods by the work you do on your own time, copying manuscripts, | 
short stories, scenarios, etc., at 10 to 20c per sheet. And the work will | 
be right. | 


Underwoods are scarce | 


even at their regular list price. You can get one of my rebuilt Under- 
woods at a big saving 
] 


Please mention the Gregg Writer when answering advertisements 
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| Stenographers of This -Country 


ry ae DIOVIEWacmeh MOD Ksl-da'aeleler- 





My. Underwoods are like New 











» | buy only used Underwoods, from the Un- Here are some of the 
derwood Company, and rebuild them com- big Users of my Re- 
, pletely. In my efficient factory every machine built Underwoods. 
||is taken apart, frame is re-enameled, bright —— 
parts re-nickeled. Each machine is equipped (Liberty Loan Department) 
'with New Type, New Platen, New Ribbon or nays a 
Vibrator, Front Scale, Feed Roll, Ribbon, Rang thee ood 
R : Siew Clee Slee CS o Dilie First National Bank, 
Space Bar, Key Rings, Key Glasses, Rubber Chicago 
Feet, etc., readjusted and realigned. Triple Action Spring Co. 
1 Motor Age 
| I guarantee them for 5 years Chicago American 
| If the machine does not look and work like net myo hen 
° - ner 
new, send it back at my expense. If you Indi . : 
_ . "* > ie ndian Packing Co. 
like it, keep it. Pay cash in Von Weller Lyon Co. 
small monthly payments, or Christie Letters 


earn one free by our agency 


f and Thousands of Other 
plan; no Canvassing. Satisfied Customers 





_ E. W. S. SHIPMAN, Pres., Typewriter Emporium 
34-36 W. Lake Street, Chicago, Ill. 


Largest Typewriter Rebuilders in the World 





10 da 
Free Tri 
5-year 

Guarantee! 














Write at once for this ¢ 
big offer; do not 
delay; the 
supply is 
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The Lowest 


Cost Level of Typing 


HINK what it means to reach this level! 
It means a big saving for every business 
house in these days of climbing office costs. 


The Remington Typewriter is doing today what it 
has always done— it is showing the way to this lowest 
cost level. 


The institution which built the first typewriter, 
which created the typewriter industry, which modern- 
ized the world’s correspondence, which successively 
introduced the first shift-key typewriter, the first auto- 
matic ribbon reversing typewriter, the first decimal 
tabulating typewriter and the first adding and subtract- 
ing typewriter is now, in this year 1920, showing the 
typewriter user the way to new time and cost savings. 


The Se/f-Starting Remington for correspondence, 
the Key-Set Remington for tabular work, the 
Accounting Remington (Wahl Mechanism) for 
billing and bookkeeping —- every one z= 
of these present-day Remingtons, pla mieten 
each in its own field, has an un- — 
equalled record as a labor lifter and 
expense reducer. 


The present-day typewriter user 
needs these Remingtons—every one 
of them—-if he would reach the low- 
est cost level of typing. 


REMINGTON TYPEWRITER COMPANY 


(INCORPORATED) 
374 BROADWAY, NEW YORK 


Branches Everywhere 
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through the 


The Door of the General Office to the Private Office 
Opens Wide to the ‘‘NEW WAY” Typist 


Be ready to enter when your chance comes. Many young men and women who proved them- 
selves capable stenographers a year ago are Executives to-day at three or four times their 
former salaries. These young men and women realized that Stenographic Efficiency is 
NINE-TENTHS Typewriting Efficiency. They were quick to see that the EXPERT 
‘PIS 80-to-100-words-per-minute accurate operators—command the highest- 
paying positions—are sure of the big promotions. 

Think a minute! What is a stenographer paid for? Isn't it for your finished product—the 
quantity and quality of letters or other typewritten work you turn out in a day? No matter 
how good you are in shorthand you can never expect much increase in pay until you get 
speed—real speed—and accuracy on the Typewriter. YOU can Typewrite 80 to 100 words 
per minute the New Way. 





EARN $35 TO $40 PER WEEK 

Are your eyes chained to the keys? Do you use only a few fingers in operating? Is it hard 
work for you? Is your work disfigured by erasures and errors? If so, is it any wonder you 
probably make only an average salary—a mere living wage? Speed and Accuracy and Ease 
of Operation are absolutely guaranteed if you study the New Way. Salaries of Tulloss 
Graduates are increased from $10, $12 and $15 per week to $25, $35 and $40. Already thou- 
sands of stenographers have adopted the new method with marvelous results. Many of them 
were so-called “touch writers’’; others, after years of fruitless effort, had practically given 
up hope of ever attaining more than merely average typewriting ability. 

LEARN BY MAIL—ONLY 10 EASY LESSONS 
The secret of the New Way in Typewriting is so simple that you wonder why it was never 
thought of before. The results of the new method are amazing. No matter how low your 
present speed, no matter how labored your efforts, no matter how weak or clumsy your fin- 
gers, no matter what other courses you have taken, this new method based on special Gym- 
nastic Finger Training Exercises, will quickly bring you expert accuracy and speed. 









NEW WAY BOOK—FREE ee ee a eee 


If you are ambitious to get ahead—if you want to make your 
work easier—if you want more money in your pay-envelope— 
don't wait a moment before sending for our booklet, telling all 
about this wonderful method and what it has done for thousands 
of others. This new method is bringing such marvelous results 
to others—is proving itself to be so sure a means of quickly in- 


{ THE TULLOSS SCHOOL 

' 

I 
creasing salaries—that you will be doing yourself a big injustice 8 

! 

' 

' 

I 


879 College Hill, Springfield, Ohio 


Please send FREE Typewriting Book 


if you fail to write for it at once. 
Name 


2zTULLOSS SCHOOL 


879 C\ LLEGE HILL, SPRINGFIFLD, OHIO 
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A CALIFORNIA HIGH SCHOOL 


takes a lady teacher of Gregg Shorthand thru us at $2,000. A Missouri State Normal starts our man 
at $2,500. A Cincinnati Business College takes another at $2,500. Just a sample of our service. Fine 
emergency positions open. Write for details. 


SPECIALISTS’ EDUCATIONAL BUREAU 


Home Office: ODEON BLDG., ST. LOUIS, MO.—Robert A. Grant, President 
Pacific Coast Office: BERKELEY, CALIFORNIA—Clyde I. Blanchard, Manager 


TEACHERS AGENCY 


We maintain a Commercial Department under the management of a specialist. 
Unprecedented demand for commercial teachers. If available now or later, come 
to an Agency national in scope. 


E, E. OLP, Manager, 28 E. Jackson Boulevard, Chicago Mpists? Acesies 


We have just placed a man in an Eastern private school at $3,000, and we have similar places 
W N N E R ~ to fill. The University of Vermont has just taken one of our women teachers at a generous salary 
for the new School of Secretarial Science. Famous Hampton Institute has just engaged a teacher 
through us, and the new ay ee school to be started by the Travelers Insurance Company is to be in charge of our candi- 


date. About 200 vacancies listed to-day, August 1. The demand will be insistent until about October 1. May we help you? 


THE NATIONAL COMMERCIAL TEACHERS’ AGENCY 


E. E. GAYLORD, Mgr. “A Specialty mes a Specialist’’ 35 Ocean St., BEVERLY, MASS. 



































THE PRATT TEACHERS’ AGENCY scones, solege and normal greduntes, pecila, and 


eges and schoo! 
70 FIFTH AVENUE, NEW YORK The Agency receives many calls for commercial teachers from 
WM. O. PRATT, Manager public and private schools and business colleges. 














ee Commercial Teachers 
ROCKY M7 TEACHERS 


We can place you in better sitions 
ENROLLMENT FEE NOT NECESSARY 
AGENCY. EMPIRE BLD G. DENVER COLO BRANCH OFFICES: Portland, Ore.: 1312 Northwestern Bank 


Bidg., Frank K. Welles, Mer.; Los An eles, Calif.: 636 Chamber 





of Commerce, John C. Epperson, Mer pienge. | ieee Bidg., 
14 E. Jac monn mA _s 8. Stice, Mer inneapolis, inn.: 327 
WM. RUFFER, A. M., Mer. 14th Ave., 8. E., . Reed, Mer.; Kansas City, Missouri. 








6,534 TEACHERS WANTED 


Employers in forty-four states and four foreign countries officially asked us to furnish 6,534 
teachers last season. We need YOU NOW. No registration fee. Commission payable out of 
first and second month's salary. 


WESTERN REFERENCE & BOND ASSN. 351 Journal Bldg., KANSAS CITY, MO. 


FREE | CLARK TEACHERS’ AGENCY 
Registration ree Asean Peo-Uotae mee 


CHICAGO NEW YORK BALTIMORE, MD. KANSAS phy MO. MINNEAPOLIS, MINN. SPOKANE, WASH. 
64 E. Yao Buren St. ‘Flatiron Bldg. NOIZE Lexington St. ——N.. Y. Life Bldg. Globe Bidz. - Chamber of Commerce Bldg. 


ALBERT Teachers’ Agency 


25 E. Jackson Boulevard, Chicago 























Thirty-four of conservati ment. Special Gopastgent for teachers of Commercial oon Og Penmanship, 
etc. “TEACHING AS A BUSIN * with new chapt ” and other important topics. 
437 Fifth Avenue, New Yorks Symes tty Denver; Peyton Bullding, Spokane 








POSITIONS FOR TEACHERS BUSINESS COLLEGES FOR SALE 
Splendid salaries a poe positions—beginning and experienced teachers wanted—write for r= E 
qualificatic = br efly oney-making business colleges for sale—write for particulars—no char 
O-OPERATIVE INSTRUCTORS AS3’'N., M. S. Col>, Sec’y, MA RIO 


We Need More Good Commercial Teachers! 117 Calls in 10 Days!! 


The lority of these are ry 3 school positions. Almost every state is represented; 
good salaries are paid; we are perso acquainted with many of the prospective employers, 
and all of the openings are very lesirable. Write us for enrollment blank. 


CONTINENTAL TEACHERS’ AGENCY, Bowling Green, Kentucky 


Please mention the Gregg Writer when answering advertisements. 


literature, state 


N, IND. 
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Great demand for Commercial Teachers, 
NATIONAL TEACHERS AGENCY including all College of Commerce subjecta, 
at salaries up to $5,000. If available any- 


WASHINGTON, D. C. > ac caeeaaaee nati caine: 






Northwestern Teachers Agency 


California and Hawaii: 


BERKELEY, CALIF. 






Home Office: Utah Office: 
BOISE, IDAHO SALT LAKE CITY 





Positively Largest Western Agency 






FREE REGISTRATION EMERGENCY VACANCIES 











WESTERN POSITIONS FOR SALE 


There is a large demand for competent male 








stenographers at attractive salaries, from min- One-half interest in good California Busi- 
ing, oil, and mercantile companies throughout ness College. Address Gregg Writer, 
the West. We can place you with little any. Box 200. 

Business-Men's Clearing House, Denver, 








Enroll for the fall classes in account- 
ancy and business administration. 
Begin by correspondence and finish in residence. 
Bowling Green Business University 


Master Letters in Business 


A MILLION falter WORTH of 

BUSINESS FROM ONE 
LETTER. You'll find the 
facts in this book. You'll find 
























oe vith A PRACTICAL PLAN by 
wlina G ‘ c wit 2 y 
Bowling a, Kentucky means of which YOU can im- 
henna prove YOUR 
business letters. 
7" Write NOW 
for a copy— 





Higgins’ LaSALLE EXTENSION UNIVERSITY, Dept.946-W | Chicage 
World's Greatest 

Eternal Ink . a 
Writes EVERLASTINGLY Black. 


Good in Fountain Pens. 
2-oz. bottle, by mail 20 cents. 


At Dealers Generally. 


CHAS. M. HIGGINS & CO., Mfrs. 
271 9th St., Brooklyn, N. Y. y 





Expert instructors insure progress. 
A practical home-study course, that saves 
you money, saves time, meets your con- 
venience and your needs whether for com- 
plete elementar ty instruction, review, or ad- 
vanced work. Write to-day for details. 


KEYSTONE INSTITUTE, READING, PA, 














He Bought a Gurtler Shorthand Pen 


Thomas T. Gore, of St. Louis, is one of our young shorthand reporters. He knows the import - 
ance of the ge instrument in first-class shorthand work. He bought a GURTLER SHORT- 
HAND PEN, and after a thorough trial, he says: “It is the best shorth and pen Ievertried. My 
opinion is confirmed by three other court reporters who also tried it. It is the best pen for all 
shorthand writing purposes 

Gurtler Shorthand Pen Sent on 10 Days’ Approval 

Send now, at once, for the GURTLER SHORTHAND PEN. Price only $4.75, postpaid, in- 

cluding war tax. I guarantee to please you. 


' we ithout a trial you can hardly realize the difference my pen will make in your speed and accuracy. 
ORDER NOW! You need the GURTLER SHORTHAND PEN and the great advantages it will bring you. 


Remit bygmoney order or check. 


FREDERICK H. GURTLER, 1607 Title & Trust Bidg., Chicago, Ill., U.S. A. 











Please mention the Gregg Writer when answering advertisements. 
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$ MUAALAAAEA ULC QUAUAAEAAATLAC QONULANGALEUUCSONUOGEELANAC DUNAEOAAEROGUCQUNUERGEEEDUC DONETOANEDONUE SEQUUNREONAEOE QUEDUERENGCC QONUEHNSANEEE DURKEE 


lf you put your magazine 
in a binder as soon as 
it reaches you 


—It isn’t likely to be lost— 

—It can’t get torn easily— 

—It won't become soiled quickly— 

—It is always handy when you want it, 
without searching through a stack of 
loose magazines and newspapers. 


It Would Be Different if You Could 


Replace That Missing Issue at Any Time for Fifteen Cents 


but 


as a rule a GREGG WRITER “‘lost’”’ is “‘gone forever.’’ 


Issues—especially the early numbers 
of a volume—are usually entirely 
sold out shortly after publication. 








And the one you can’t find is certain to be 
the very one you will want to refer to for that 
explanation about the vowels and diphthongs; that 
special phrase list; the contest announcement; that 


suggestion about the shift-keys that you knew you saw but 
are not able to locate now! 


This binder is especially made for your magazine. It is of 
dark green cloth, with the name and intersecting ovals 
stamped in gold on the front. The binding posts and caps 
are of dull-finished steel, the rods fiat metal strips that lie 
between the sheets without mutilating the magazine. Your 
magazine can be opened flat, no matter how few or how 
many copies are bound in. 


—Eo 





It is not like other binders you may have seen. We found it 
the BEST on the market. 


If you want the most out of The GREGG WRITER for your money 
keep it in a 


DOWST BINDER 


The GREGG WRITER, Date.......... 
631 South Wabash Avenue, Chicago, IIlinois. 
Please send me the THE DOWST BINDER, for which I am inclosing $1.50. 





WONUEOC QUNUEDENENENC UNUEUUUEUEENC ONEUUUENEGEC JUFUEOUOUDTONC QONEQSUNUEIUU CD 1N0NNSONNNEOE JUNUEUOEUEOEEC SONTENOETEOEOC UORUUUNUEDER CD ANUOUGUONUOUC 3UULOEQNUNLNC Uausunnudndeog-aenseenseniNeT 


Name........ 
I a ee Se Pe Si ee ee Ee See we ; 
Re IN ID scntacessoremnericcniennninanntnsibintenlceintiiasitilin’ 


eee Ue eT er TT e Te Te 
Please mention the Gregg Writer when answering advertisements. 
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Che American Shorthand Teacher 


Edited by JOHN ROBERT GREGG 





subjects — 


number 
SEPTEMBER NUMBER 
NOW READY 


@ A magazine ior teachers of shorthand, typewriting and kindred 


@ It will deal with teaching problems, National, Sectional and State 
teachers’ conventions, methods, textbooks, news of the profession, 
in a distinctive, constructive way — 

@ The American Shorthand Teacher is the first in the fie!d 
maintain the high ideals of our other publications. 

@ It will be a force in the teaching field. 


It w.ll 


Do not miss the first 


ONE YEAR 
ONE DOLLAR 





NEW YORE BOSTON &3 





THE GREGG PUBLISHING COMPANY 


CHICAGO SAN FRANCISCO 












WANTED IN 
BAN 
Banks ave ak work: ww hondr of Women)” every 


ork 2 14 to cashier e workis al 
congenia], with men s pay 





On of the great opportunities in this attractiv« 
profeasion, and how you can learn mail in epere 





tom Send for ana? at once. ° obi 
EDGA ALCORN, Pree > 
American School of Banking, 46 Mclene , Cotumbus, 0. 








reetting 








eYour Mind aFile—Nota Pile 


Let me show you how to make your mind as forget- 
proof as a card index file. When you wish to recall a 
name, place or date, must you grope in vain in a pile 
of miscellaneous knowledge ? Summoned togive facts 
and figures does your mind become a blank? Be 
master of your mind’ a > -~ _rrettieeees 
of a victim of its disordered details 


KNOWLEDGE IS POWER 


and Memory Is the Basis of All Knowledge 


I HAVE HELPED THOUSANDS 


The Dickson Method of Menpeey end Menta! Training. 
perfected by 20 years egqectence. 5 recognized as the 
most thoro, efficient of kind. Highis endorsed— 
easy to master. Give me 10 minutes a da 

train your memory so you can classify names, 
faces, etc., and recall] them instantly. Develop self: 
control, concentration; overcome bashfulness. 


Perfect Your Memory and 
mmand What Salary You Will 


Send d address ond 5 I wi 
name on ton mae “and unlaoe, cop free, my interesti 
00 book, * pfeil zoe how to secure free 
Pref. Heary Dickson, Principal 
DICKSON MEMORY SCHOOL 


















of charge my 





Please mention the 


Gregg Writer 








High School Course 
in Two Years Ee 


heme. Here 
is a complete 









simplified high schoo! course that you can finish in twe years. Af cote 

all college entrance requirements. Prepared by leading membersof the 
faculties of universi ies and academies. Your opportunity. Wriee 
for booklet and full particulars. No obligations. Write to-day—New 


§ American Schoo! of Correspondence Oapt. + 640 


S 












Chicago, U. $. 
Home Study Course in 


SANTeH 


Salesmen, Bookkeepers, Clerks, Stenographers, 
can increase their earning power thru a knowledge 
of Commercial Spanish. The South American field, 
now opening up on a tremendous scale, offers splen- 
did inducements to men and women who understand 
Spanish. The LaSalle Home Training Course gives 
you a mastery of Spanish in a surprisingly short 
time. Instruction can be carried on during your 
spare time without interference with regular work. 
Every week you let hours slip away in which you 
could easily learn Spanish and qualify for a respon- 
sible position with some large American exporting 
firm desirous of increasing their Latin-American 
business. Write for catalog completely describing 
our Home Study Plan and the opportunities open to 
those having a knowledge of Commercial Spanish, 
EXTENSION UNIVERSITY, Dept. 946-5 Chicago 
“The Largest Business Training Institution in the W orld” 


Dress Designing Lessons 


--FREE-- 


Women — Girls — 15 or over, can easily learn Dress 
Designing during their spare moments 


in 10 Weeks “couren 





Dress Designers Frequently Earn y ¢ Mail to 
$40 to $100 a Week TP ey 
Work Fascinating 7 BS16, Reches- 


. ter, N. Y. Kimd- 
Every Woman, Every Gir! * "aad me sbeo- 


Sh Write Us Immediately /, ¢ lutely free, eon- 
Send coupon for ¢ in Dress eben 
FREE E Fl in 10 weeks, spare 
The Supply Will Pa BUREIRO....nccsccccecccecssseee 

Not Last . ¢ 
when answering advertisements. 
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ranged alphabetically by cities. 





Directory of Schools in 
Metropolitan Centers 


The movement of the population toward the large cities includes 
many students and writers of Gr 
to continue their study and to perfect themselves as stenographers. 
The schools listed below offer courses admirably designed to meet 
the needs of such students. For convenience the schools are ar- am 


g@ Shorthand who are ambitious 





~* 





BALTIMORE BUSINESS COLLEGE 
Baltimore and Light Sts., 
Baltimore, Md. 


BRYANT & STRATTON SCHOOL 
334 Boylston Street, Boston, Mass. 
(Corner Arlington Street) 


BURDETT COLLEGE, OF BUSINESS 
ADMINISTRATION, ACCOUNTING AND 
BUSINESS 
18 Boylston St., cor. Washington St., 
Boston, Mass. 


LAMB'S BUSINESS TRAINING SCHOOL 
327 Ninth Street, 
Brooklyn, N. Y. 


BRYANT & STRATTON COLLEGE 
95 West Genesee Street, 
Buffalo, N. Y. 


GREGG SCHOOL 
6 North Michigan Ave., 
Chicago, III. 


THE DYKE SCHOOL OF BUSINESS 
Ninth-Prospect-Huron, 
Cleveland, Ohio. 


DETROIT COMMERCIAL COLLEGE 
R. J. Maclean, President, 
204 Griswold St., Detroit, Mich. 


PHILLIPS COM MERCIAL SCHOOL 
Miss T. Bigelow Phillips, Principal 
Green at Victoria, Honolulu, Hawaii 


WISCONSIN COMMERCIAL ACADEMY 
Seventh St. and Grand Ave., 
Milwaukee, Wis. 


DRAKE BUSINESS SCHOOLS 
154 Nassau St., New York City, 
1226 Bedford Ave., Brooklyn, N. Y. 


MERCHANTS’ & BANKERS’ BUSINESS 
AND SECRETARIAL SCHOOL 

Madison Ave. at 58th St., 

New York, N. Y. 
MUNSON SCHOOL 
SECRETARIES 

600 Sutter Street a 

San Francisco, Calif 


TAYLOR SCHOOL 
1002 Market Street, 
Philadelphia, Pa. 


IRON CITY COLLEGE 

Fifth Ave. and Grant St., 

Pittsburgh, Pa. 
RASMUSSEN PRACTICAL BUSINESS 
SCHOOL 

St. Paul, Minn. 
DRAUGHON’S PRACTICAL BUSINESS 
COLLEGE 

Alamo Plaza and Crockett St., 

San Antonio, Tex. , 


FOR PRIVATE 


WILSON’S MODERN BUSINESS COL- 
LEGE 
Wilson Building, 
Seattle, U.S. A. 
STRAYER’S BUSINESS COLLEGES 
Ninth and F Streets, Washington, D. C. 
Charles and Fayette Streets, 
Baltimore, Md. 
THE WASHINGTON SCHOOL FOR 
SECRETARIES. 
Fourteen Nineteen F Street, Northwest, 
Washington, D. C. 
fa) 


Please mention the Gregg Writer when answering advertisements. 











Pittsburgh 
Portland 
Atlanta 


Honolulu 
Alaska 


—a few of the Gregg Shorthand 
adoptions for 1920 





Reasons for Gregg Progress 


|. The simplicity of Gregg Shorthand u 
spires enthus‘asm and confidence at the 
beginning, and students that start the 


course continue to the finis! 


The ease with which the system can he 


written assures early skill in writing 


3. Its legibility contributes to rapid read 


ing and accurate transcription 


1. The great number of competent and 
eollege-trained teachers is appreciated 


by the school executive. 


5. Good Books and Efficient Service 











The introduction of Gregg Shorthand into your schoo] 
will mean a great saving in both time and money. 
The change can be easily made. Let us tell you how. 


THE GREGG PUBLISHING COMPANY 


New York Chicago Boston San Francisco 





























REMINGTON TYPEWRITER 
Holds the World’s Speed Record 


HE highest actual speed ever recorded on a typewriter, 

for one hour’s continuous typing, was made by MISS 
HORTENSE S. STOLLNITZ, on a Remington, in the 
International Professional Typewriting Contest held in New 
York, October 15, 1917. 


In this contest Miss Stollnitz made a gross record of 159 
words per minute for the hour, copying from unfamiliar matter. 
The actual number of key strokes in the hour, including spaces 
between words, was 42,948. 


An Average of 11.9 Key Strokes per Second 


This amazing record proves that in actual mechanical speed 
the Remington stands first among typewriters. 


But this actual typing speed is only the first item of 
Remington speed supremacy. 

This World’s Speed Record was made on matter copie 1 
from the printed page, with indents only for the paragraphs. 
When it comes to letter writing, the Self-Starting Remington, 
with its automatic indenting mechanism, raises the speed limit 
of every typist from 15 to 25 per cent. 


Remember that standard letter writing forms 
the bulk of the world’s business writing, and it 
is in this field that the Remington 
speed supremacy is absolute. 


This is the reason that students ~—), 

of typing who aim to attain ae. 
the highest proficiency and 
earning power should learn 
the skilled use of the 
Remington. 










Remington Typewriter Cx 
(Incorporated) 


374 Broadway New York 


Branches Everywhere MISS STOLLNITZ 























































